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A BRIGHT 
FUTURE 


She's bound to succeed. That's because 


she stands out in the crowd, because she 


| 1s diffe rent. 


Just as Micrometric is different from 
I) ocher han naners. | ae 

all other carbon papers. If you want 
fyour typing to “‘stand out in the crowd” 
try it. The numbered scale, actually a 
part of each sheet of carbon paper, makes 


vertical measurements possible \ ou 





J can see at all times how far you are from 


the bottom of the page. Letters and 


Get acquainted with this time-saver 


reports will come from your typewriter , 
: before you finish your Gregg Course 


n -atly spa ~d th » first time. , , - 
—s ~ You'll find Micrometric used in business 


What's more, you can remove the offices where fast, efficient work is im- 
carbon paper simply by pulling the portant. Ask your school supply for the 
white scale. special student pack. 


CONVENIENT ORDER FORM for SCHOOL SUPPLY DEPTS. 


Send this Coupon to RGB” GREGG PUBLISHING CO. 





' 
' 
' 
! 270 Madison Ave., New York ' 
' 
' 
-to- A ' 
All tas date schools are now : Please send me packs of Micrometric Carbon 4 
ordering Micrometric Carbon s Paper for school use at 7% cents per pack plus post- : 
Paper from the Gregg Publishing ! age. Address bill to ' 
I 83 ; s 4 ; 
Company. The coupon is for your ; r 
é; j 5 Name ' 
convenience. ' : 
' 
= . ' 
8 School Street 
' 
F.S.WEBSTER COMPANY : 
17 Amherst St., Cambridge, Mass. : City State ' 
j * ' : 
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“TYPING PRODUCTION”’ 
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7 z gee TART . ‘ : 
9 FOSTER SoRelle, Smith, Foster, and Blanchard 


Printed in two colors, for emphasizing instructions and for sustaining student 


? interest. 


Through the “whole method” approach and “Flash Drills,” word patterns 
are established early at high levels of skill. 


Organized on the basis of 160 daily Lessons that give a complete cycle of 
typing in the beginning year and 160 daily Lessons that give a complete 


advanced cycle in the second year. 


Contains systematic methods, procedures, and selected exercises for getting 
maximum results through timed practice—a much neglected factor in teach- 





ing typing. With this text, rapid training becomes the rule, the normal result 
g typing P £ 


—and from only normal effort! 


Available in two volumes—beginning and advanced—for convenience; or 


as a single, combined volume for economy. 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 
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BUSINESS 


Uses G. W. Awards 


Among the industrial 
that avail themselves of our Awards 
Service are many of the largest com- 
panies in the country. 


organizations 


, 


We received recently a nice order 
for Gregg Writer Typing Tests placed 
by the General Electric Company of 


Schenectady for their plant in Fort 
Wayne, Indiana. The Gregg Writer 
Typing Tests are the tests used by 


employment managers in determining 
the ability of typists they employ. 


Are you using these tests to deter- 
mine the ability of your students be- 
fore they are ready for jobs? 


> A sample test and quotations will be mailed 

upon request. Just drop us a post card, address- 

ing The Gregg Writer Credentials Department, 
270 Madison Avenue, New York, N. Y. 
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ORGANIZATION, PROGRAMS 
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By Archibald Alan Bowle 


published in response to a constant 
demand for a guide in organizing and 
conducting commercial clubs, etc., 
and for programs and plays that can 
be utilized by such organizations. 


Contents 
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WHAT TO DO—THE INITIAL STEP 

DUTIES OF ORGANIZING COMMITTEES 

SCHOOL COMMERCIAL CLUBS 
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FORM 
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Cloth Binding, Price $1.00 net 
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orders for six or more copies 
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One of the articles appearing in this ms 
issue will be of special interest to thosef,: 
of you who are about to enter business. 
lrene Eldridge gives you three pointers 
that will prove of definite value to you in 
applying for your first job. And Antoin- 
ette Poska draws an office picture that 
will keep you from turning 
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FREE! Your name beautifully written in 


ornamental style and a copy of The 
Educator, containing lessons on penmanship, 
sent absolutely free. Good for 30 days. Send 
your name with this ad to 


THE EDUCATOR 
612 North Park St. Columbus, Ohie 











A POSITION A DAY 


Calls for commercial teachers are coming in to 
this office at the rate of almost one a day. Teachers 
registering for a chance at these vacancies are not 
numerous enough. This is ‘‘a seller's market’’; that 
is, the buyers of teachers’ services are bidding up 
prices, and so the teacher, the seller, has the market 


1 his own hands within reason. We shall place 
many teachers this year at salary increases of from 
$200 to $500, and we shall do it without injustice 


administrative officials, since, because of the 

e of our calls and our forty years of experience, 

ve can fit teacher and position more effectively than 
the unaided teacher or school official can do it. 

May we help you? Remember Shakespeare's ad 

vice: ““There is a tide in the affairs of men which, 

taken at the flood, leads on to fortune.” Write us 


today 
THE NATIONAL COMMERCIAL TEACHERS AGENCY 
(A Specialty by a Specialist) 
E. E. Gaylord, Mgr. 10 Peabody Ave., Beverly, Mass. 





COLLEGE 


A School of 
Business — 
Preferred by College 
Men and Women 


Students represent 80 colleges and 
universities and 30 states 





Stenographic, Secretarial, and 
Accounting Courses 
Methods Courses for Teachers 


of Business 


Send for free booklet: “The Doorway te 
Opportunity.” 


Court Reporting Course 


Write for special free booklet about school 
of Court Reporting: “Shorthand Reporting 
as a Profession.” 











Only high school graduates accepted. 


THE GREGG COLLEGE 


President, JOHN ROBERT GREGG, &.C.D. 
Director, PAUL M. PAIR, M.A. 


Dept. G.W., 6 N. Michigan Ave., Chicago, lil. 
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Why not take advantage of the special school rate for another)" 


year by placing your subscription to The Gregg Writer with your}': 


teacher before you leave school ? 


As an extra inducement, we will give the beautifully bound 


pocket-size edition of the stenographer’s right-hand helper, 


5,000 Most-Used Shorthand Forms,” with each renewal sub-+|' 


scription from a graduating student, if the order and remittance 


is received before July 1. 


This special offer positively applies on subscriptions of gradu-}* ' 


ates only, and expires July 1. Give the name of your school andj“ 


your teacher when ordering. 


The Gregg Writer is the stenographer’s professional magazine. 


You will need it now more than ever. Let it help you earn security} 


and advancement in your first job. 
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EX-SECRETARIES WHO MADE 
THE EXECUTIVE GRADE 


Here are four more cases where shorthand offered an excellent 
wedge by which to open the door leading to an executive office 


By RUTH ARELL 


HE 1 ; u look imto the matter. the 
wore heart-warming it is to learn that 
many people who are doing the world’s 
executive positions started out as 
raphers. Here we present a quartet to 


it was the best pr ssible way of getting 
t ehold on the ladder t success 


Take Miss Ruth Hoctor, for instance \s 
mptroller and assistant treasurer of the 
National Association of Credit Men—whose 
embership consists of bankers, manufactur 
rs, jobbers, and wholesalers—she holds a 
b that was nevér before entrusted to a 
voman. She directs the entire accounting de 
artment of the Association, handling intricate 
gures and making out involved financial 
statements, proving that it’s the ability and 
t the sex of a person that counts in the 
ialifications for a job 

And here is how she worked up to her pres 
nt position. After graduating from business 
hool, her first job was with the Association 
as a stenographer. After a while she was pro 


moted to bookkeeper, and then to cashier. For 


several years she was assistant to the man 
hose job she now has. and when he retired 
ve vears ago she was put in full charge 
When I saw that my work was going to 
a great deal with figures, I enrolled in a 
good evening school and took a course in 
unting, not knowing at the time that 
ventually all my work would revolve around 
ounting,” she explained. “I must say that 
owe a great deal to shorthand. It helped 
a lot in my night school work and even 
today I use it constantly. My daily memos, 
notes for Association mectings, even my 
lary of my day's work are all written in 
} 


rthand, | in't see how I would ever have 


been promoted to my present position if | 
hadn't been able to absorb the work of the 
Association via shorthand.” 


WOMEN hold down many important jobs 

the movie studios. Everyone knows that 
iside from those who perform on the screen 
feminine careerists include directors, scenario 
writers, dress designers, and make-up experts 
But few know that the most unusual job of 
all is held by Miss Joyce Allen 

\ graduate of the University of Montana 
where she majored in business administration 
Miss Allen went to Hollywood for a vacation 
and remained to take a job She started as a 


stenographer in the purcl 


asing department and 
then was promoted to secretary 
Walrod, purchasing agent at the Selznick 

Studio 
She was on the b a vear and thoug!l 
as doing very well for herself when her boss 
called her in one day and announced that, as 
f the next morning, she was the new transpor 
tation manager, with all the rights, privileges, 
and salary that went with the job. It wasn’t 
as much of an upheaval as it might have been 
her boss had tried to handle the work 


alone with his other duties, which meant that 


a great deal of the work fell to het So 

serenely, she took over 
In the weeks that followed. she had occasion 
to call upon that serenity many times. For 
the epic GONE WITH THE WIND was in 
production and it called for huge sets and 
equipment which had to be transported to 
various places where the actors were working 
As boss of a crew of some 150 drivers who 

nanned trucks, passenger cars, and motor 

s she had to know just where this flect 


‘ 
+ 
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: 
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un 





Joyce Allen 


and one of the Selznick drivers 


is every minute of the day, so that necessary 
materials would be delivered on time-to va 
rious units on location 

“Transportation,” sl tated, “goes on when 
We have to be on 
the job twenty-four hours a day aral our dri 


he st: 
the studio stages are dark 


ers work in rotating shifts. A truckload of 
cameras, sound apparatus, delicate technical 
instruments or costumes, is worth important 
money. Delay in this business is expensiv 
trom the salary point of view, too, for th 
contract players get paid even when they are 
idly waiting for equipment to arrive 

“It’s my job to cut out waits, to see that 
everything is ready for them when they are 
ready to go to work. With literally dozens of 
details that I cannot entrust to my secretary 
or my assistants but must attend to myself 
I’ve found that my shorthand gives me invalu 
able aid in keeping track of things.” And now 
that she is purchasing agent as well as trans 
portation manager, you can imagine the multi 
plicity of details that she is handling! 


THEN there is Ruth Delker, of the Manu- 
facturers Trust Company of New York. She 
has been with this company for nine years, and 
since, in addition to the usual banking business, 
Manufacturers operates a large real estate di 
vision, Miss Delker is conversant not only with 
general banking but with loans secured by real 
estate mortgages, real estate brokerage, man 
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is nothing lik 
1 foothold in the business world,” she declares. 


Phere shorthand to get you 
No matter what you want to specialize in, the 
rganization you want to join may not need 
an expert but they might 
easily find room for you as a stenog- 


your services as 
more 
rapher. Then, once you are in, it’s up to you 
as to how far you will go 

I'd say that a well-rounded education for 
man or woman should, in addition 
knowledge of 
‘hen the individual has 


iny young 


cultural courses, include a 


shorthand and typing 


all-around equipment—academic training for 


and spirit, and business training to 
bread needed to the 


e soul 


earn the daily nourish 


LAST. but far from 
resent-executives who are ex-stenographers, 
Rudolph M. Severa. He is manager of the 

| ’ — 


nstallment sales division, known as the Cash- 


least in this quartet of 


Time Department, of R. H. Macy & Co., 
tionally famous department store. According 
him, he had a very good idea that secr« 
tarial work led to advancement, “especially 
after reading so many articles in the Grec 
WRITER on people who had gotten ahead in 
ist that way.’ 
We on this magazine bow in acknowledg 


ment of that c: 
hand him a lh 


from Mr. Severa, and 
uquet for th 


put that idea into practice in his 


mpliment 
in turn manner 
in which he 

vn particular cas¢ After graduation from 


the New York High School 


ot Commerce, he 


got a temporary job as clerk in the credit 
department of a bank. That experience showed 
him his aptitude for credit work. His next 

to the general managet 


1iob was as secretary 


of the Credit Bureau 


of New York, a job he 





Ruth E. Delker 


of the Manufacturers Trust Company 








Rudolph M. Severa 
of R. H. Macy & Company 


was most eager to have In order that lhe 
might better grasp the fundamentals of credit, 
he took a number of evening courses in the 


subject. He did so well that in a short time 


he was promoted to assistant to the 
He held that 


1939, 


general 
t velve 
Mac y 


installment 


manager. job to years, 
until August of 


offered 


" 
} 


when tiie store 


him full charge of thei 


sales department 
\ll through his 

hand been of 

Occasionally, to “keep his hand in,” he 


short 
him 
would 


career, he Savs his 


tremendous help to 


has i 


take time off to work as court stenographer at 
bankruptcy cases. He 
York 


notes are 


referee’s hearings in 


also lectures on business topics at New 
F=. 


University and other schools, and his 
always written in shorthand 


“There is nothing like being secretary to an 
executive to learn how to cultivate an execu 
tive point of view,” he believes As secretary, 

he boss, which means that 


you understudy t 


you learn the ‘how’ and the ‘why’ of his pol 
cies, so that, 1f you yourself are of executive 
caliber, you quickly catch on to the way things 


must be done Pretty soon he relies on you 
more as an assistant than as a secretary, whicl 
means that | 


“You see, 


ples ot ¢ redit, 


you are definitely on the way up 


while you may learn the princi 
accounting, advertising, or 
takes 
working on a job to know how to apply thos« 
principles in individual cases. And tl 
thing that can't be It has to be learned 
by observing each case, until you develop the 
instinct to do it yourself. And there is nothing 


like a secretarial job to release the first im- 


any 


other profession, in school, it actual 
at's some 


taught 


pulses of the executive instinct.” 





IF YOU WISH TO SUCCEED IN}: 
LEARNING TO SPELL 


| 
By CALVIN T. RYAN 
| 
' 








HEN Mark Twain noted that “foreign faulty pronunciat eht lead to taulty spel 
ers always pronounce better than they ing, as, for instar rl for tthelete for 
spell,” he was pointing one of his con t Cat f Then, too, if 
iled witticisms against the French and thei: spelling followed pronunciation ve shoul 
language. Being an American, speaking Eng have to decide, by e pronunciation | 
lish, Mark did not have much room to talk vowels hav ferent values when pre 
He might have said that a frequent fault with ceded or followed by different consonant 
Americans is that they neither pronounce nor se doesn’t rhyn vitl ’ 
spell not t anv high degree of accuracy ould neve suggest 
If we may believe those who employ cleri In briet, ours not a simple languag 
cal help both high school graduates and col ther in its spelling I ! its grammatica ’ 
lege graduates spell very much on the advice constructions, W not get far when 
of Sam Weller, wl hen asked by the judge try to use analogy. One reas for the cor 
Do you spell it with a ‘V’ or a ‘W’?” re- plexity of our language is its composite na | 
plied, “That depends upon the taste and fancy ture, made up, as it 1s, of many other lar 
#% the speller, my Lord Anyone who has ages-—Latn 5 I I Italia et ! 
taught college students will agree that fanci Wi not hav ile a VS aj ab'e 
tul spellings occur frequently, and often wit! lor the torming Is. W say 
out much taste. These may run from “rythm” s; but /ad \ rite foot-feet | 
to “thoes from “studing” to “holesailor,” but t's sn't struggl 
or “wholesailor.” or “holealer.” ith the plurals of taken in from Latit | 
Perhaps t e is no disturbing amount of nd Greek t t ! ' 
accuracy in the ssertion that young peopl } 
can't spell s vell as their elders, or that Oc’ ASION AI \ r someone scoff at 
‘they don’t teach spelling anymore.” We all any emphasis uy g, or condemn the } 
have the tendency to think the other fellow teach who insists that words be spelled 
illiterate if he doesn’t happen to know the correctly. They may quote the great and the 
same things we know, or can’t spell the words near-great wl ( ildn’t spell Ot « irse they 
we can spe ll The scientist who has dailv use know about tl a, 1 ! ngland wl couldn't ' 
lor Sys may know how to spell it, and spell sover They may have heard that 
think his stenographer illiterate if she doesn’t Robert Louts St SOl t Be kind t } 
know Someone writing about church history my spelling—I don’t know 1f thet be two | 
n ight have an ccasion to use antidis *stablish ms recone } ily al \ 
mentarianis) about the early religious therefore betaken me to something like two 
hooks and mn to use pseudepigrapha, and be s and a half—though that ts scarcely a con 
cause he knows the spelling and I do not. he promise 
may consider my education defective in the More often thar t, su persons are 
matter of spelling building up a protective coloration for then 
own bad habits They are in the position of 
ENGLISH is not spelled the way it is pro the fox that had his tail cut off. Occasionally 
nounced with a sufhcient degree of universal they excuse themselves by saying their pat 
ity so that we can sav the word and then ents never could spell simply I never 
spell it. Sometimes we may be able to start ould spell.” Such psychologists as Dr. Mur 
the word and not be able to finish it. Then sell of Columbia seem to think tests show 
again, we may not be able to start it. Try ‘striking relationships between the ability to 
mnemont psychology philosopher, aqneiss, spell and various ‘higher’ mental capacities. 
and qnosti Dr. Mursell goes further and says, “There 1s 
Fortunately, we do not spell the way we a close relationship between spelling ability 
talk, for if we did each would have a different and average grade in school than we ordinat 
spelling when he wrote One writer would ily find between general intelligence and aver 
write dawg, another dog; one would write age grade in school.” 
Gawd, another God; one would tell of his 
putting a ruff on his house, while another P! RHAPS we had bette earn to spell! We 
would be happy to have a roof. Furthermore, cant excuse oursels \ ving we 
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WRITER. 


(REG 


simply careless SOT devices 


at will help? 


Well, make a word yours by doing thes 


ngs: (1) Pronounce the word aloud. That 
eives you a sound iwmage. (2 Look at the 
ect lorm f the vord That will give you 
ma } Now write it preterably 

vit 4 | enci | it vill give Vo 

r image of t vor 

[It may be that y ive certain word buga 
’ Che ter was going down the street 
m ung when the groceryman was put 
is day’s specials or is window Hey 
Prot., how do y SI mana?” He had 


another, I had 


* Lt rik i Caso! 
iys tound the word bothered me I was 
stantly looking it up im the dictionary, but 
é ke ng a vi mot imag t it 
i ne emb issment ma ve determin 
‘ | 1 | ' 
que! it word Ked at it Ah 
Nov i i\ I k at those syllables, eacl 
ling 1 1! The re is been mine fo 
c S | Sal simply } ) 
\ I ( icVvices | But experiemn is 
me tent 7 — 
ght me tha iC ers an better develop 
\ However, here are a few that | an 
i t you ill d elpt 


those demons u 


and eed If you can't, try this couplet 
lf you wish t ced rning to spell 
rocecd to ex i even t se who do wel 


Not much as poetry, but there you have all 


eed-words All the others are ede. Make 
i special effort to learn p» lure, tor, since 
p ed is spelled with twe s, you might 
clude t se tw in p? iré Don't at 
tempt analogy in learning t 1M knglisl It 
not help yo Likewise, make specia 
t to learn supersede. That word comes 
1 different Latin root from the others 

te that it is spelled with s 


| SOMETIMES suspect the high schools of 


neglecting entirely to teach their pupils th 
difference 


between and principl. 


prin thal 
} ict] ‘ 


Since not many of the students know gram 
ar, it is futile to tell them that the pal-end 
and the ple-ending is a 


sometimes helps to pru 


ing is an adjective, 


oun It 


associate 


iple with rule. Each ends the same way, and 
they are somewhat synonomous. “My hig! 
school principal was a good pal.” Maybe that 
vill help. Of course, we mean the “principal 
eacher.” 

Chen we have capital and capitol. Think of 
the dome on the building. It does remind one 
of a large O, doesn’t it? What of stationery 


Well, do we not 
When ve 


and stationary associate let 


ters with stationery 


; 


do, we write 


he word—stationEry, 
Misspelled 


words are usually musspelled in 


ich the same way. That is, the trouble 
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ome part will be a certain letter, or combina 
letters Dake separat 
misspelled other than by misusing e¢ tor a 


{ SC a VIS tal Image W rite tiv yord like this 


tion of two Rarely 1s 


; 


sepArate Learn that | and you ave 


separator, and many other forms \ curiou 
thing about separator is that there is always 
rat” in the sep-arat-or. But do not try t 


misled in spelling 


wr the way one sometimes hears it 


mounced 


CAREFUL pr aid one im 


munciation will 


pelling, just as faulty pronunciation will in 
tertere with learning to spe I] Such words as 
" wa) ! (ati should be 

mounced t three svilables crying to 
pell the way one pronounces has its disad 
intages is | ave mentioned 

\s a general rule, English words are pro 
ounced with a long vowel before one con 
onant, and a short vowel before two conso 


ants. If we remember the pronunciation, we 


get an idea of the spelling of such words. For 


instance, despite some athletic officials’ usage 
nalise has a long However, we pro 


nounce penalty with a short sound. The rule 


not altogether tool proot 


Once, in those good old days we hear about 
ccasionally, spelling was taught by learning 
iles—and thei xceptions I exceptions 
ire rather numerous, and the rules apply t 
ibout twelve p cent yt the ases of mis 
spelling Furthermore there seems to be 


lithculty im getting the iles to transfer 


SPELLING is more difficult now than it 


vhen 


Was 
and Greek, tor 


that so 


the learned knew Latin 
obvious 


the very reason many oO! our 
English words have come to us from thos« 
languages. If we knew a little more Latin, 
ve would not have so much trouble with -a 

and -thble endings. Since we do not, we have 


learn the 
No d 
i i) ul 


and when 


to depend upon conscious etiort to 
words by frequent use of a d 
vice for knowing when to use -abl 
rund 

note the 


with m 


been f 
it helpful t 
which begin 


to use -tble has yet 


You will find number 


i words and dis, and, 


} 


if you have trouble in remembering whether to 


i word 
Does it begin with as in spell? If so, 
two s’s when you use the pre 
x—hence, misspell If the part of the 
l then you will have 


word does hi 


uuble the s, consider the root or main 
an 5S, 
vou will have 
main 
t begin with s 
s when you use the prefix; as in dis 
Our language objects to triple letters 


find three 


only one 
not 


you will ss used together 


THE use and misuse of the possessive case in 
have anothe 
thes« 
forms are always correct: mens, childrens 


English confuses some. Since we 


vav of writing these words, remember 
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as } It 1s als t e that n pel 
ul pronour yr has an apost e to indi 
te case, there do not write theirs o1 
ir's. There are three uses for the apos 
trophe in Englis They are: For the cas 
ending of nouns denoting possession or own 
ership; as John’s hat. For contractions, such 


And for the plural of letters and 


as dont, tis 


figures; for example 
‘There are two m’s in re mmend 
Uh colun contains three ro 
Format f plurals in English reaches 
t greatest contusion when we try to spell 
mpounds. Of course, 1f the words are solid, 


But if they are 
words, the 


they are pluralized regularly 


iphenated, or printed 
plural ending is attached to the most important 


thor 


as separat 


part of the word. 4 yeneral, attorneys 

but br 
Thus 
postmasters-general. The most important word, 
gets the The 


part the 


jeneral jadier general, brigadier gen- 
erals we have commanders-in-chief and 


ending ad 


remains 


the noun element, 


jective or descriptive same 


ALL oc 


have vocabularies 


upati ns specih¢ 
There are general business terms, but there 
are also specific terms used in the many 


> 


Why I Like My Job 
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, ches ot busin tharity with a given 
inch natura th is used easy 
Spcii It 1S t c vith ill ti | ‘ 

essions, | xp S Ss that t s \ st 

those words daily ra misspell them. The 

misspelled w s ng the let s 

misspelled regat . the occupation. The 

very word business 1s sometimes misspelle 
sisness. A ttle « t to visualize the pe 
sition of the S take ire of this word 
same is true wv 

But how shall one learn f ym, Rimon 
1S picnti s é Wl right, to 
hemorr accommodat: 

nd t sands of others 
By ry iré By 1s ) the 
letters. By hea t sound. By writ the 

words, preferably with pen or pencil. By f) 

yuent and constant u ft dictionary 

SOME splendid helps 
The Dictionary Companion. C. O. S. Maw 

son. Doubleday, Doran & Co., New York 
We Who Speak English. C. A. Lloyd 

Thomas Y. Crowell Co., New York 
Webster's Collegiate Dictionary—Fiith Edi 

tor G. & ( M m, Springfield, Mass 


< 


Supplementing the Little Sketches of Stenographers and Secretaries at Work 


appearing in 


I LIKE my job. I am the only stenographer 
in a local shoe manufacturing and 
after thirteen years I can still truthfully say 
that my work gives me joy and satisfaction. 

Why do I like my job? 

1. The 
tion 
and present an ever-increasing challenge to me 
to keep up with the interests of my employers. 


otmnece, 


Because: 


variety of subjects given in my dicta 


in themselves 


offers a liberal education 


2. There is a thrill about feeling that one 
plays even a small part in helping to make 
the day’s work a success. 

3. I like people, and my work gives me 
splendid opportunities to meet and make the 
path a bit smoother for others. 


THE concern that I work for, an old New 
England company, which has been owned by 
one family since 1860, consists of a father and 
three sons, who have diversified interests 

The vice-president is also president of the 
local hospital board, an enthusiastic stamp 
collector, a successful gladiolus grower, and is 
keenly interested in his family tree. 

The second son is also an inventor and sells 
automatic stokers as a sideline. From him | 
get dictation regarding the merits of coal, steel, 


the April issue 


motors, electrical equipment, and such things 
The third son, who is credit manager, is also 
president of one of the local banks 

nan 

I AKING dictatior them is an adven 
ture. When I begin my day I never know 
whether I shall be sending specifications of 
shoes to the Gold Coast, Africa, ordering 
gladiolus bulbs or stokers or stamps, com 


plaining about the fire escapes at the hospital, 
certain line back to 
Charlemagne is I did 
Chen, too, it is fun to watch the 
worked out, first I 


or tracing a family the 


time of one day 

plans for 
le tters to 
to 
letters 
lf 
the order does finally come in, there is a real 
thrill in the thought that I, 


the 
information 
then 
to the customer, giving specifications, etc. 


an ordet 
the 
what they can and cannot quote; 


irom 


salesmen, giving them 


as 


as a stenographer, 


have played a part in getting and filling the 
order, 

AND if you consider the human side of the 
work, I /ike people and it is among my duties 
to act as hostess to customers and salesmen 
who come to the offics I assist them if I can; 
it not, I try to make them leave in a happy 
trame of mind Continued on page 479) 
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ARE YOU A SLACKER LIKE SAL? 


Every office has girls like Sal, and there are many Sidneys, too. 


You'll see why they don’t succeed from the account here 


By ANTOINETTE POSKA 


“MAL was a girl everybody in the office 
iked. She was a good file clerk, a crack 
steno, and a demon typist; that is, when 

she wanted to be. She was smart, too, with 
a capacity for learning quickly and with a 


Yet, 


d up when secretarial 


memory that might have been a camera 


she was repeatedly pass« 


positions offered promotions to the general run 
I clerks, because she lacked a sense of re- 
sponsibility. 

rhis lack manifested itself in many ways 
The most obvious of all, though, was Sal’s 
feeling that if she couldn't finish in time the 


1 


work assigned to her, she would get help, so 


why put forth any special effort? No matte 
iow busy her department was, Sal always took 
to talk over the 
to repeat funny 
Without 


her 


time previous evening’s hap 


penings, little stories she had 
realizing it, she wasn’t only 
co-workers’ time, 
smooth flow of work. 


eard. 


wasting own and het 


she was plugging up the 


is little sketch, 
pretty little 
think a bit of talking 


Ss was a major crime!” 


IF Sal recognizes herself in tl 
she'll most likely pucker up her 
se and say, “My, you'd 
luring working how 
\ little talking and relaxation 1s 
busiest of 
girls should do their time wasting 
an afford to waste it; not 
hour’s work to do and only an hour 
girls like Sal 
very often, and much to 


necessary Io! 
but 
when they 


everyone, even in the offices, 


when they have an 
to do it in 
Every office has 
them. That is why 
the dissatisfaction of the girls in tl 
sitions of responsibility are lled trom the 


many ol 


1e < fice. po 
out 


are 


side by girls who have pri 


‘ 


trustworthy and accountabl 


ven that they 
:mployers are 
They would 


not happy about the situation 


much rather promote the girls on their roste1 
than take on a strange outsider ; however, when 
they choose the latter they can hardly be 


as the 
ne an employer had with Sidney White. 


blamed in the face of experiences such 


SIDNEY WHITE was a girl very much like 
Sal and, like Sal, had 


BON rd 


all the makings of a 
secretary. So, when the vice-president 
worked for 


secretary, the 


f the organization shx was in the 
market for a new 
opportunity was given to Sidney. 
she was trained for the 
to assume, 


much coveted 
For 


responsibilities 


months 
she was 
satisfaction of het 


and, much to tl 





superiors, she picked up the work rapidly. She 
liked it all immensely and beamed with pride 
about her good fortune 

Alas and alack, though, Sidney lacked that 


all important quality—trustworthiness—and 
shortly after she was left “on her own” that 


lack came to the fore. It happened to be the 
busiest part of the month, and she had many 
important reports to get out on which a dead- 
line had been set; yet, because a soldier friend 
was coming in on a furlough some time dur 
ing the day, she decided to take the day off. 
With absolutely no qualms about it, she phoned 
in that morning and talked about it as a child 
would talk about a new toy. No thought to 
her work; no thought to her duties or what 
hardships her absence might cause her em- 
ployers 

As it was, the soldier did not come in until 
until 


the afternoon, and she did not see him 


that evening. 

THIS may seem like a trivial thing, but it set 

Sidney back a whole day 
She had to get help from 

other secretaries who had plenty of 

work to do, and to top it all, the 

almost lost an important contract because it 


a day she could not 


spare, one of the 


her own 
company 
’t mailed he d necifed. } 
wasnt mailed on the day specihed, Dy reason 
if Sidney's absence, in whose care it had been 


pl 1 for mailing. 


piacea 

Her superiors, however, were lenient and 
made excuses for her behaviour [This was 
Sidney's first offense, and responsibility was a 
new experience in her life ‘She'll learn,’ 
they said with hope in their voices. But did 
S1i¢ id 


When she worked, she worked satisfactorily, 
but on slightest provocation she stayed 
home, she would come in late, or she would let 
her work pile up because she knew she would 
get help. The importance of her work 
penetrated the surface feeling of having an en 
viable job, and, finally, she 


by a more dependable girl 


the 


never 


had to be replaced 


r , 
ro be sure, most brilliant of 


occasiona ly find it 
1 
: 


secretaries 
take a 
other 
pall 


the 
l 


11 
Will 


necessary to 
1 


lay off because of iulness or tor som 


reason, but you can safely bet your last 


of Nylons that the reason will be a bona fid. 





ye and that she will make sure that anything 





brought to t i 
nin her absen 


importance 1s 


Kt le t 5 ar g a situ 
veted by girls is not ¢ gh to mak 
y ig \ l ar t to y 
i it \ 1 t prove that you are 
t i the t t placed in you, and the best 
iy to est this wf is to cultivate the 
bit of performing your duties unselfishly, 
vith intel e and sincerity, early in your 
uusiness career, when you are a beginner 
Especially in these days, when all of us are 
lled up t mtribute the most we can to 
ir country’s program, girls should strive 





tor these qualities no matter how unimportant 
humdrum their jobs may seem. There ar 
intmpor ty nowt l tiniest cog in 
e w machinery 1s considered vital ; if it 
s in its assignment, the huge machinery is 
wed u it times with serious results 
SO, girls, the next time any manifestation ot 
responsibility tempts you to lay off the job, 


of the boys who are giving 


think sein y 
their all so that you may live in a free coun 
try, and ask yourselves the question, “Am I a 
ker Then answer it sincerely The 
ances are that you will buckle wn and do 
your work re intelligently, more willingly, 
nd will, 1 ¢ | measure, shame irrespon 

Sa tt to doing likewise! 


ad DICTATION 


ALICE ALGER 


> 


By 


\ Y pen is wet, my lips are set; 
lL I'm nervous as can be. 
I 


must get this, for, should I miss, 
My mark would be a D. 
The Teacher looks straight at her books 
And glances then at me. 
| wish she'd start, for my poor heart 
be. 


I: as faint as it can 


The voice begins: “Dear Sir,” it rings 
Ah, I am doing great. 

Come on, be calm; have no alarm 
You're in an awful state. 

I've got that much. Hey! what's the rush? 
You're going a little fast. 
Oh, woe is me! 


I'm lost al sea, 
cant get the last! 
And here I sit, 
Which seems to make her laugh 
“Transcribe,” says she, as she looks 
“Only the second half.” 


a total wreck, 


t 


Dut Greece 


Job Ahead? . 


A Quiz Arranged 
By E. LILLIAN HUTCHINSON 


TT | TH the approat of the close of the 
.\ school year, you are doubtless looking 
rward to aduation” and the in 


teresting cna lenging } Ib you hope to find 
Your transcription ability is one of your 
most important assets. Therefore this quiz, 
like that in t \pril issue, is designed t 
test y col ension oO the points ol 
stvle that arise every time you transtorm 
you shorthand notes int typewritten 
materi 
\s tl \ ich of the tollowing 
sentences introd me ¢ more transcrip 
i blems. Some a correctly handled; 
thers aré t. KR each sentence carefully 
If y think any part of it requires change, 
ewrite the sentence in what you consider the 
refe form Then consult the key on 
page 479 
This key 1s 1 than a ight wrong 
ist [he earnest st dent | 1S¢ it is a 
guide to remedial study 
\ deduction of tour points 1 each mistake 
ot caught will indicate where you stand 
1 We quite nce tand there reluctance 
to loose their identity as a company; neve! 
theless merger §s s the only solution 
2. The most consp! s, 1f not the most 
nportant teatur the policy iy be sum 
irized thus 
| left my shoes at the ibblers t a.m 
4. It will be necessary to remark the stock 


show both point and money values 


5. The government urges us all to spend 

Ss nonessentials so that we may spen 

wre on War Savings Bonds 

6. O hundred twenty cases of books wert 
shipped by express 

7. The new circular is surely a eap unat 

active-looking piece of printing 

8. The check was returned marked Insuth 
cient funds 


9. And now, Mr. Consumer, its your move 


10. Fold the paper once; then place it inside 
i thr envelope 
Most of us will buy less shoes this year 


The credit should go to you and | 


naught 


13. All her fine work went tor 

14. Groves & Harmon, In 100 Broadway 
New York, New York. Attention Miss Ellis 
Dear Miss Ellis 

15. In reply to ye f Ma St ve re 


rt. et 


16. We quote from their or¢ 


ve outer case “Fragile” in large letters.’ 

17. Over 15800 telephone calls were handled 
y our switchboard last mont 

IS. Many small offices employ cretary 


1 wok ke ‘ y* rs 





Wrirer, May, 








— 











May, 


> 


| the 
yking 

in 
find 
your 
quiz, 
d to 
s ol 
form 
itten 


wing 
crip 
lled ; 


ully 


nge, 
the 
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YES, IT’S SHORTER THIS WAY! 


\ brief review of prefixal and suffixal forms for the common 
word-beginnings and endings that make long words easy to write 





By JANET KINLEY GREGG 


. ih as nat: gees ) 2 
throug , YY ant t r through one derstood and remembered \ ;' ill find tl 
. Idi g t another, or trom one part ot given Paragraphs Q] 128 146 ond 147 
i ree t t th part? The actior the M — ectills Mniatines 
gues it Let's Pe this w Ly it’s 
rter We are now ré idy to do the sam ; PA 7 
thing vitl ir shorthand Instead of writing 1» —_— — i ¢ P 2 
full some of ft] longer words in the lan a - 
guage | ossil to lump them together 7D J C Ss ? 
ing t the beginnings and endings that S 
‘ mi t i ntire grouj \ ve = . ms , 
ly Nall > ! is in ft ise ve ’ 
; on : . ables These a = 
ed prefixes sufizes. In shorthand. the 1" _" 
' prefixes is used tor common beginnings fixes. You had examples of these in t 
ite represents ] by } definite early CSS thre - ‘ th 
the beginnings for, fore nxes hy sSacvane 
= s is used for mmon endings Close to the rest tl it! ‘ 
ais t! it re renrecsent } \ 1 det nite ok i ? placec ab . the t f 
, ¢ ninportant thi vriting the 
t s that the | ' 
FIRS) tak . ¥ : ‘ : 7 : apa 
x l 1 ~ T \ t t ked } y 
1V xar S 


a ings 1s @I1 m ( int M i 
) ) ) ¢ ' 
= - s in ft st Ss im i \ 
_— AO < i “a “ 
é d ndicatec V iIsjoIning t 
(a hese shorthand prefixes cs 
4 
Cc —:: TEE —_— = ie 1 certair \ ‘ +] P 
- c,, oO understa 1 nemt | ‘ 
2 ge ' 
vi ive I t ! 
.. US — y 
i = 7 — 7 If youd t t 
J Oc by, | ‘ S ‘ ‘ 
eS ——_ ! Vv a t 
_—a C Co 
" 
._. A A) 
“ a \ go Na t ist 
C4 oe 7 2 >—o epeat them a it 
A > A und, pronouncing the t ( 


cz = 
e+ 7 ... = 7_—_— «- 
—, ~ 
> = 
4 
Sf 
c 9 / 
c \ 7 
_ > 
. , 
é , rir retra restr 
. ° x 
facility vriting great Ht st letter or t 
t there ar a fe mitati s f to mdicate the prenix, Db ( ict that a 


the forms for the eee his , prefix 1s common to ma ikes it eas 











y recog is prenx » i irge cl 
disjoined represents ant plus a vowel; left-s 
self; right super (anything “s s 
always be right!); ¢, trans, and so on 

There are three that include the letters 
plus a vowel, and for the purpose of simplify 


be termed 


' , et 
the cl group—acecl, 1 and 1 
a— 


— — So 
may sine y iz * a. 
Wy O DP , Py 
a a 4 ania a a 
7 , 
—— — ae rr ey 
“a, i GY es 7 
Gg £. Yo 


. 


ntrast. counteract, construed 


entral, centerpic ict, 
Detrott, deterred, distress, electrician, electric wiring, 
introduces, interchange, 


extraneous, exteri extrude, 


retroactive, 


entertain, entrar intellect, wstrument, 

restrained, agriculture, aggregate, antecede, decline, 
include, magnet, McKay, multitude, overdue, para 
hute, postage, recluse, self-assured, circuit, circum 
ventior Grand View, shortly, ipyard, superb; 


suspect, susceptible, transform, understood 


suppress, 

A pleasant way to vary practice on all these 
disjoined word-beginnings is to write the com- 
pounds, like 


—- 
pat niterest insupera tnt? st € 
1 ir? able disinclination 





THE learned. All 
the joined ones are so natural that you will 
scarcely think of them once you have written 
theni. Picture them in your mind: scribe, 
scription; cient, ciency; pose, position; pute, 
putation; ture (this is an old friend—remem 
ber furniture in Unit 21) ; ual, and tual; sume; 
spect, spection; nsive; quire and pir (simply 
the omission of r); gency jure; flect, 
flection (this is all one stroke, a blend) ; sult, 


word-endings are easily 


Sure, 
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STUDY the disjoined word-endings in rela 
tion to the sounds ey repr import 
tant thing 
with the sound, so that the 


is to associate the 


immediately the syllable itself is heard. As 


was the case with the disjoined prefixes, th 
disjoined suffixes, may include any vows 
sound; thus a disjoined /] represents the fol 


vii? f; 


lowing sounds ity (formality) ; elity (fdel 


ity) ; wity (versatility lity (jollity) ; u 


(incredulity ) 


? ? 


e eee < g 


a 


—_—_— 


formalist fidelst versatilit ut edulsty 


Again there is a certain rhythm, as was the 
case with the tr prefixes, that makes learning 
easy. If each sufhx ts practiced with all the 


1 
| 


vowel sounds—a, e and u—not only will 
vou have attained facility in writing them, but 
vou will have increased your vocabulary as 
well 


tS el 


ou 


=. ye <<, GF 


7 
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WH! E we are on the subject of shortcuts, 
und it is re ly S tcuts that we have been 
talking about all the time, let us not forget to 
<e advantag It | ases that so greatly 
writing time and effort done 
blended) : n (expressed by nm); us (ex- 
essed by a right-s/, and other phrases in 
hich modification of outlines occurs—o/f 
irse; at 1t any rate; great deal; as 
n as ssible; I always; whether or not; 
my opinion, etc. 
—_ — 
a a“ YW 
f C4 
— —_— tJ 
/ . 7) ? 
7 2 Cf SF 4 
/ 
' . és 
J a: a 
gn" ( ( a " gi 
- - 
- a. aux —— <7 
I tha | t ather than we 
t us Ss, te s, of 
; t e, 8 ul, Ia s 
t i I le, | t as 
} 
Phrases made possible by the omission of 
words will greatly increase your writing speed 


— : : . . 
nd facility also—in the first place; as a mat 
r of fact n account of the fact; over and 
s : . 
ver agaw at the same time, to name a tew 


le 


matter of tact, on account ot 


at the same time 


work in, 
the cities 


No matte! what olnce you 
will need to know to and 
They do not vary, are usually spoken 


with great rapidity, and are absolute essentials 


may you 


how writ 


in any position. Be sure you can write any 
the leading cities (see page 492) without 


hesitation ! 
And _ unless know that 
will not be called upon to write any military 


you dehnitely you 
terms, it will be well to practice some of these, 
as one is likely to need them in any kind of 


work these days. Following are a few picked 


161 


trom the “Most Used Navy Terms,” chosen 
because they seem to fit into the last few 
weeks of study when so much time is spent on 


the disjoined prefixes and sulhxes 





- 2 q{_ A ; Pe 
—. i no Qu 














n Term chemical, concentric, construct 
re s facility, geocentric, horizonta 
1llaX, nt, interpolation, intersect, mag 

2 t tion, Magnetic meridian, magnet 

magnetize, mathematical, nautical astronomy, 
mile, numerical, prime vertical, tabulated 
theoretical, transit, unsymmetrical, visibility; Avie 
ton Terms: adjustable pitch propeller, admiralty 
ta ac itics ac rostatics g I barogram 
ricit : transf electrochemical equiva 
elect s $ 
Progressive 
Speed-Building Practice 
Ss) | £ 
THI notes for the following test on Uhapter 


IV appear on page 462 with the tests on Chap 
ters I-III that were presented last month. The 


shorthand for the tests on Chapters V and V1 
will appear in June. 
Chaper IV 
(25 Words a Minute) 
Dear Madam: Attached is a notice | of our 


As look 


food specials for this month. 
over it, you will | see many foods 


you 


(30 Words a Minute) 


you will want to get | immediately because of 
the saving | you can mak« 
479) 


Continued on page 
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Progressive Speed-Building Practice 
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¢ 
ITH vorking at peak 
production, getting a job is infinitely 
cask than it Was a year r two ago 
) But getting the type of job at the salary you 
, sant is still a definite problem lo get more 
niormation on tl subject. I consulted the 
a rsonnel direct t a large msurance com 
2 ' anv and learn t following tacts 
> | THI! thre t msidered by employers 
they re most equally tmportant—ar« 
t ’ é appearance, and good 
; nia Ts \nd go inners 1s the pomt on 
‘ irgest mix upplicants fall 
: low s 1 vomg the nas of omices 
ie and agencies wit t succes you'd better 
ck ov these thre woints—especially ve 
> anners 
Now, going back t int e and tw | 
give y 1 Miss Roberts erselitl 
a It’s a curious thing S remarked, “how 
gy omany people will answer ads calling for train 
¢ ing and experien they lack ompletely They 


would save themselves so much time, so mucl 


; liscouragement, by answering only the ones 
FI they can fill.” 
— But don’t you ever make exceptions l 
veried, “and take someone who hasn't the 
} training and experience y state °” 
Occasionally ery occasionally s} aj 


1 


LTa 


IN'T. then. answe in ad f a high scho 
duate unless you are wr have other train 
nee to equal it Nor an id calling 
when you've had 


NEVER make th 
Your 


or expert 
experience 


nly three months’. And 


a mistake of giving untrue statements 
facts are checked, so stick to the truth—not 
_ nly because it’s the right thing to do, but 


because you'll be found out if you don't 


Miss 
her 


Roberts 


desk 


| 
i APPEARANCE is point two 
showed me a file of applications on 


arance she'd written, “Socks—n 


Under appe 

at”: “Needed a wave” ‘No style Clothes 

a smart but unsuitable.’ 
: Spend as much money and thought on the 
tht you’re wearing to a job interview, she 
idvises, as to the outht you'd choose tor a 
dance It should be suitable—and smart. Re 
p member that clothes suitable for a classroon 
( 1 school campus are finitely unsuitable for 


a downtown business office Don’t wear mo 
kerchiefs, or 


job, not going 


swe 


atte i 


saddle oxfords, aters, 


Casins, 


You're going 
on a picnk 
| oo, extreme 


ribbons 


Em 


equally 


styles are rong 
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Pointers on How to Apply for a Job 


IRENE ELDRIDGE 


but 


ployers like vou to look up-to-the-minute 

not exotically so. Get the idea across subtly 
with a modified version of the current styl 
But don’t walk in looking like a fugitive fron 
a Mexican fiesta or one of the foreign armies 


As Miss Roberts explains lt more ti 


matter of clothes: it’s a matter of good judg 
ment and common sense. Inappri ite clothes 


pri 
na 


and su person, we 


indicate poor judgment 


asset to our irm 
outfit 
but not extreme 

’ 


and shoes 


feel, would not he an 


Select interview carefully 
that’s 


stockings, 


your 


| hoose a suit 


smart 


and wear a hat witl 








heels For job-hunting, the right outfht’s a 
mest. If ye haven't such at tht, get on 
GOOD manners. the third t considered. is 
viten the greatest stumbli block. Perhaps 
you've never connected good manners with 
business; but good manners are essential in 
getting along with people and getting along 
with people is an essential part of any job 


So bring yout best ones along 


very 


advice?” I asked 


offer 


Could you some 
Miss Roberts 
‘A great deal,” she smiled, “but putting it 


I'd Say Be courteous, be pleas 


very briefly 
int, be calm.” 


Re mrtcous. Think of yourself as the in 


terviewer’s guest and observe the ordinary 
courtesies you would as a guest in his or het 
hom« You would, naturally, stand up wher 
your hostess entered the room That’s good 
manners in business, too. So do it. Realize 


e | routine 


USINESsS 


that any questions asked a1 
asked to help in placing you. Answer 
Don't ever during 
an interview or while waiting for one It’s 
of And don’t slouci 


aversion ot the 


and are 


them courteously smok¢ 
very much disapproved 
That's pet 
lirectors 


another 


personne 


(, 00D business manners ver ein 
a combination of 
But they're 


commol 
tre 
mendously important, so don't neglect them 


really; they’re just 


sense and ordinary courtesy 


Be pleasant. If you find the salary’s too low 
the working conditions unfavorable, say s 
pleasantly lo argue about them is futile 
it is also bad manners Flouncing out of th 
fice with a rude I n't work for fift 
lollars a week,” won't get y 1 thing. Lea 
ing with a pleasant I d t believe I'd be 
nterested, but thank y s t 
leave i tay ble wmpress my sso! 

t may iter, get vi bhett b with that 

n Continued on page 479 
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(1) St. John Isladp Isk 
the Virgin Islan Or 
(2) Palm-fringed gar 
line at Pago Pag@) St. 









ital of American @slan: 
(3) Panoramic vigdmall 
Wake Island befegeere 
vasion or | 
(4) Samoan girl Id a 
on way to ) Al 
grounds to dance§per « 


Our Other 


CATTERED across the Pacific like a | 
broken strand of beads lie the other is 
land possessions of the United States 
Wake, Midway, Guam, and Samoa—and 
the Atlantic, the Virgin Islands 
The epic battle of Wake Island needs n 
retelling here, for that barren strip of sand 
4% by 1% miles (including the neighboring 
islands of Wilkes and Peale) is familiar 
enough to all Wake first came under the )} 
American flag in 1898, and, like Midway | 
Island, was under the jurisdiction of the Navy 
Department, both important as naval stations 
and air bases 











FURTHER west lies Guam, ceded to us by 
Spain in 1898 and administered by the Navy 
Department. Guam, which was also a naval 
station and the site of a powerful Government 
radio station, is a fertile island producing corn, 
rice, coffee, sweet potatoes, bananas, pineap 


ples, citrus fruits, tobacco, sugar cane, and 





cocoa. Copra and cocoanut oil were exported. | 
‘here is some fine timber on Guam and even 


cattle are raised 


BELOW the Equator lie the exotic islands 
that form American Samoa—Tutuila, Aunuu, 
Ofu, Olosega, Tau, and the coral atoll, Rose 
Island, which is uninhabited. Pago Pago, on 
Tutuila, is the capital and a valuable harbor. 
It was ceded to the United States by the na 
tive king in 1872 as a naval and coaling station 
Through a tripartite treaty with Great Britain 
and Germany (1899), the United States took 
: over possession of these five islands. The re- 

, _ mainder of the fourteen islands comprising the 
| Samoan archipelago are mandates of New 
Zealand. It is on Mt. Vala (in the New Zea- 
land group) that Robert Louis Stevenson is 
buried, not far from where he made his home 
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Isla@) Island of Guam FF : = rr SS... 3 


slan On Tutuila Island, 
ged ear Pago Pago, Samoa 
. Pag) St. Thomas, Virgin 
ican @slands. Its countless 
iC Vigkmall harbors and bays 
| befeheere favorite rendevous 
or buccaneers in the 
irl ld day s 
‘oO } A Pan-American clip- 
dancef per at Midway 





r| Islands 


e a | The Navy Department controls American 











Is Samoa as a naval station The President 
S commissions a naval commandant who acts as 

governor, and he in turn has three native gov 

ernors under him. The latter appoint County 
m Chiefs and Village Chiefs. All of the land is 
ind privately owned and most of it by the natives 
ing Che Samoan islands are rather mountainous 
liar and contain several extinct volcano craters 
the ) As a matter of fact, the harbor of Pago Pago 
vay | was tormed by a crat Che natives are pure 
avy Polynesians of a high type, generous and hos- 
ons pitable. The people and the island are still un- 


spoil d by civilizati 


by THE Virgin Islands f the West Indian 
ivy group, were discovered by Columbus in 1493 
Great Britain took possession of most of these 


Va 
nt islands, but St. Croix, St. Thomas, and St. 





rn, lohn were owned by Denmark and in 1917 

up e sold to the United States for $25,000,000 

nd Raw sugar seems to be the chief export 

ed. | St. John is famous for the oil from the leaves 

en | of the bay tree, while St. Thomas is noted for 
bay rum, the finished product 


Education is compulsory now and all those 
English have had the 


since Congress gave citizenship 


j 
| who can read and write 
1 ght to vot 
se to the natives in 1927 
on 
- IN 1939 Great Britain and the United States 
4 took over the joint control, for a trial period 


fifty years, of Canton and Enderbury 


n . 
in Islands in the Central Pacific, midway between 
k \ustralia and Hawai. Ea is to have an 
e- heial representative as administrator and the 
le islands were to be used as air and communica- 
Ww tion bases, jointly 

i- While the pearls” are scattered far and 
is ide, that invisible bond of a common cause 





e binds them closer than ever before in history 
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Another Gregg Pictograph 





THIS 1S HOW OLIVER RIARDY LOOKS IN 
CARICATURE AND BELOW - HOW HE 
LOOKS IN SHORTHAND — 





B vers HAT iS MADE FROM THE 
_—~ BRIEF FORM-Aba- THE CH GF -S-AND 
: ) M- STROKES 


I 
*(/))))) ‘\ Mtg FOREHEAD AND HAIR FROM THE 
[) y ) 
! 


BRIEF FORM-BEFORE- THE-V-F-T 
STROKES - 


al 2 FHREE-N-STROKES, THE BRIEF FORM 
fis ) THEN- AND THE BRIEF FoR™- A- AN 
FORM THE EYES 
THE CHEEKS ARE MADE OF THE 
ol - Wa B-STROKES AND THE BRIEF 
FORM- BEFORE 
) ‘TWo -TH -STROKES AND AN- 


) — 

LS 
\ BoDy IS FORMED / 
FROM - B- SH-CH-TH-N- | 
D-C-K-T-V-F-L- | 
AND TwO BRIEF FORMS \ 
PLEASE AND Bie / 


MAKE THE NOSE. 

THE BRIEF FoRM COVER 
> FORMS THE EAR, AND THE 
/ MOUTH AND CHIN FROM- 
) N-O0O0O+P-V-& AND-O 











CAN YOu IMPROVE 
THIS DRAWING: BY 
USING SHORTHAND 
STROKES 7? 




















Fourth of a series of shorthand cartoons by Walter Freed, 


Providence, Rhode Island 


























Gauece Watren, May. 1943 


ART AND CREDENTIALS 





IT’S UPTO US—-EVERY ONE OF US! 


In this time of emergency, when our services are so urgently 
needed, we are urged to develop to the full our potential skills 


By FLORENCE ELAINE ULRICH 


FHVHE time ts rapidly passing when we may 

recogmze as a good job any ettort that 
maximum 
kill! Patriotism and a true affection tor 
country and what it stands for is reflected 
what we do to help her weather the great 


st storm in her history. We have been chal- 


ged to a battle of wits, production, skill, 
rance, and rugged effort as we were never 
llenged before. It is our job to show just 
ctly what we Americans can and will do 

| l is tolly to think tor a minute that we are 
itriot r serving our own best interests 
that matt by doing a hali-way job ol 
paring tor the work ahead. Lowering stand 


s in typewriting, for instance, did not solve 


t ‘ 


major problem in many ofhces or in our 


ation’s Capitol. Any businessman knows 


it two proficient typists will do the work 

six less efficient and that it is cheaper and 
less wasteful to employ proficient operators 
even at higher salaries. Employment tests to 


determine applicant's skill, and the steno 
graphic training pool in many of the large 

ympanies, are the outgrowth of this observa- 
tion. Frequently an important part of the 
stenographic supervisor’s job, particularly to 


lay, is to continue the traiming of a promising 


eV em] ver iW the effective use of the 
skills he s lea l; and this “post gradu 
ate’”’ work at the company’s expense ts cheaper 
the long run than to permit a beginner to 
to handle the work of his or her desk 
ithout guidance and traiming and continue 

to do an unsatisfactory job 


BEC AUSE of the urgent demand for many 


isands of additional stenographers and 


typists, stenography has become one of the 


W e do not 
ave enough adequately trained stenographers 
and typists to handle the vast amount of work 


st important of the professions! 


to be done in private industry and in govern 
mental offices 

But with the cessation of the manufacture 
ot typewriters, where are we going to get 
typewriters for additional employees? That 
question is asked, not to stump my casual 
reader, but to point out why in his own self 
interest he should not rush off pell mell to get 
if 


a job before he is adequately trained; o 


he is already employed, why he should set 





unseli the task of improving his skill throug 
the hardest, most intensive practice of whi 
¢ is capable in order that he may make the 
Lest possible use of the equipment in his ofhe: 
lf a young woman who has been out of the 
protession feels that it is her duty, or that it 
is to her interest, to seek employment—and 
r services are urgently needed that stenog 
her should first take a “refresher” cours« 
shorthand dictation and in typewriting 
actice, if she has not retained 
warming up’ training will 


to step into the ofhce and do a first-rate job 


I) is obvious that in an office which has, say 


en typewriters—and, mind you, more ma 


hines cannot be purchased today but where 


Mc W rk has doubled or even tripled, the SU 


ution is more efficient use of those type 
Is the employer going to throw up 
his hands and exclaim, “It can’t be done!” No 
He will make a careful survey of the pro 
ficiency of his typists to see how many ar‘ 
getting the maximum use out of their ma 
hines. He will raise his employment require 
nents, so that instead of hiring typists who 
are writing only 40 words a minute, he will 
try to get thos 
minute In fact, he has no other alternative 


writing 50 or 60 words a 


| am telling you this because | earnestly 
| 


believe that it 1s up to every commercial su 


pervisor, every teacher of stenography, every 


stenographer and typist, and every steno 
hic student to buckle down to the stiffest 
kind of supervision and training for the job 


Where previously 10 per cent of a 


gral 
ahead 
typing class graduated with a speed of 50 
words a minute, the goal must be to lift that 
percentage to 60 or 70 or higher, and we must 
not take too long in doing it, either 
erally agreed among typing experts that com 


It’s gen 


paratively few typing teachers really tap their 
own power and resources in training thei 
students, in spite of the much fine work they 
do. Certainly, with the textbooks, materials, 
and methods available, this is a challenge 
[yping experts agree, too, that very, very few 
students and typists begin to approach the 
full development of their potential skill. What 
a challenge in these days! 


I RECALL a young lady who had been 
vith her company for fifteen years and had 











ut 
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| 
advanced as tar as secretary to the Productior id better be g Lypists and stenograp 
Manag One day she conceived the idea’ ers are vital in war plants, at the battle fronts 
of spending her spare time | ticing to in ind in governmenta thees They are als 
crease her typing speed. She returned fifteen badly needed in many small concerns engaged 
minutes earlier from luncheon, and_= sys in doing much 1 led, if not spectacular, 
tematically pursued the course of Home work 
'yping Speed Practice” which she had bought We, of the home g , may not be a uni 
Her employer caught her at it one day and formed army, but we can be and must be 
looked on, fascinated. The other men in the about the best uniformly good army in tl 
department impishly tried to divert her atten vorid! It is up to us! 
tion, or break her concentration, by tapping 
with a pencil on their desks to her rhythm on SOME of the very best typing training ma 
the machine. She gritted her teeth and pers terial is published right in this magazine every = 
vered. Finally, the tormenting stopped, but month. The Competent Typist Speed Test is nt 
the manager observed her with more interest an outstanding typing skill development pro ces 
and considerable respect for her determination ect in itself. Some of the country’s foremost sell 
He also noticed, as had she, how the increase typing teachers tell us they develop their ex n 
in typing speed and rhythm reacted in faster, pert typists on the Competent [ypist Test 1 
more accurately typed documents and tran The O. A. T. Senior and Junior tests are [> 
scripts. So he called her to him one day, and projects in arrangement and a y and re- | 
suggested that she conduct a “class” for othet quire definite skill t typ we It sn't a 
typists in the company. She should train thes« enoug to tak i test ne mont and pass 
typists, even as she had trained herself He it for an award. You s ild take the tests , 
would increase her salary, and put her in as every month and observe your progress it a 
supervisor. That was the beginning of many speed and accuracy them! What is a fre 
advancements and successes for this secre ountry for unless k st free 
tary lom in individual prowess and effort? We 
do not have Gestapos with shotguns pointed 
—_ a 
TEACHERS, or office supervisors, would do toward our backs to make us work: but 
well to make use of every feasible plan for awards, such as_ thos iffered by this de 
promoting interest, zest, and fruitful typing partment for satisfactory effort. provide in 
practice in the classroom, or in the office petus and zest. The beautiful certificates won 
Type writers are war ma- | be amor gz your most ») 
terial, hey should be herished trophies and | & 
used efhciently and well. ssessions, because they 
Every stenographic stu- lt ; i ed resent earnest and 
dent should be proud of = o urd t They are 
the part he is going to ” : concrete evidence of a b 
play both now and in the 
great reconstruction pe- ays 
riod that will follow the st WE can't ge you tor 
war ; &: tten too much to ' 
I hope if any stenog- ‘ pes = make the earning of these | 
raphers who read this - aE ; feat - wards a definite part of 
have been content “to ih Be bh your training program 
get by” in any office that = eH, re be You must have a goal to 
they will feel the urge to Te: : te S rk for to make your 
“get back into the train : = ractice interesting, ‘and 
ing camp.” Our boys at - these awards provide that ‘ 
the front alone cannot a os goal a 
win this war in spite of : = Some of you will be 
their magnificent efforts rn graduated from school 
and skill—not unless the y tists aor a See this month, but that does 
have back of them highly not necessarily mean that t 
skilled workers on the youl training ends A 3 
home front ! ‘ Designed by Patricia Ivory, ORR STED yp te. A om 
St. Mary’s Academy x a ae ager: vt 
AND believe me, if we Dunkirk, New York wr mead f — —t Ms 
; ning o ew things tr 
want those men to have ind, what is even mort ge 
the best that this great country of ours can important to you, you must continue your 
afford, and if we want to survive with a mini- study and your learning in order to make life 
mum of discomfort to ourselves, we individual- full to overflowing with interest and zest 
ly and collectively, in the jobs that we have, living. Good Luck! 








, May, 


raph 
onts. 
| 
aisSo 
raged 
ular, 


unl 
t be 
the 
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7 OUR editor prepared a questionnaire for 
members of T. S. A., a business club 
composed of young women supervisors 
office managers, whose job is to hire and 
stenographers, typists, and office workers 
their companies The answers received 
two to whom the questionnaire was sent 

Mrs. Eunice S. Fallon, of the Royal Type- 
writer Company, and Miss Irene Helen Clark, 


William Iselin & Company, both of New York 


ity—will be of special interest to you. Miss 
lark’s answers reached us first and so are 
given first here under each of the questions 


to be the shortcom- 


l What do you find 


ings of beginners? 


Answer: (a) Lack of ability to follow oral 
und written work-directions 

I Less accuracy tha speed, when we 

d prefer it the other way around 

Lack of skill in making erasures 
Answer: Typing—Lack of rhythm; taulty 


arriage return; failure to keep eyes on copy 


Shorthand—Too literal in transcription; 


i 


' { 1 y 


wr vocabularies; poor spelling 


*) What is the average typing speed re- 


—* quired? 
swer: We require an average typing 
1 of 50 w.p.m. for ur typists and 65 
m. for our Ediphone operators. We usual 
» not train girls » have never had any 
evious business education 1 do, however, 
k with our le clerks w wish to be- 
eligible for typist posts and who art 
attending night school, by administering a 
nthly speed test and giving them special 
nstructions in our standards of performance 
sues 60 net words per minute when 
ired. This usually increases to 65 or /0 ina 
\ i or So 


Do you hire beginners in your office? 
If so, what are your recommendations to 
the instructors who are training these 
employees? 

enter our firm through 
to them to go to 
to type 
stenograph 


swer: Beginners 
file department. It is uj 
night school 11 they have not 
previously. Promotion into 
department depends upon their passing 
rance test for typing speed, spelling, 
general intelligence test 

Yes No. 1. Also, teach stu- 


lifferent parts of the typewriter 


Lit 
learned 
oul 
our en 
and a 
Answer: See 


cents what t 
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Streamlining the Education of Our 
Stenographers and Typists 


are, and how they should be used. Train them 
in all the short cuts. Note: Education received 
in the lower grades does not furnish the prop 


er foundation for the commercial course 


4 How important is a “broad cultural 
* background”? 
Answer: To fill successfully a post in our 
stenographic department, a broad _ cultural 
background is desirable but not essential 


However, the lack of this cultural background 
has been one of the chief reasons given by ou: 
executives for not selecting secretaries from 
our pool. Thus, it is plain that a girl who is 
ambitious to fill a secretarial post in our com 
pany would necessarily have to have this re 
quirement in order to qualify 

We do 


this is 


some college girls, 
requisite We have 
better the educational 
versatile the employee, 


inswer: have 
not a 
that the 


more 


although 
uund, however, 
background, the 
and the better advancement 


material for 


What specialized knowledge should a 
stenographer have in addition to skill in 
typing, transcription, spelling, mathe- 
matics, punctuation, etc.? Would a 
knowledge of the technical terms used in 
your office be of help to the stenog- 
rapher or typist applying for a job with 
you? Would you be willing to supply 
such lists to schools for inclusion in vo- 
cabulary training? 


a. 


Answer: 
knowledge in addition to th 
list of 


Our girls need have no specialized 
skills ] 


phrases and 


usual 


have prepared a special 


abbreviated terms peculiar to the factoring 
business. Each girl gets one of these sheets 
when she enters our department. In answet 


to your request, I shall be glad to give a copy 


+ ¢t} 


f this list to any teacher desiring it. 
Answer: Our work is more or less general 


However, we do have to use words of a tech 


and knowledge of a vocabulary 


would 


nature, 
kind 


, 
nical 


be of value 


this 


6. 


Answer: Occasionally, a new girl has nev- 
er used a Remington noiseless machine. In 
that case, we give her the necessary instruc- 
Periodic checkups reveal whether 
not she is getting the most from her machine 

Answer: Again see No. 1. Also, they do 
not know how to take care of the typewriter 


by keeping it clean and drawing the carriage 


Do you find beginners adequately 
trained in the use of the typewriter? 


or 


tions 
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Det ‘ i y ¢ is it > t 
= 
t ‘ | ‘ pes ca i 1) 
; ‘ } 
| 
i \ i + £ \ i t } \ t 
, iat widens . a 8 What are your pet peeves? ( 
i i ‘ < ( 
‘ >. 
cy rrect habits 
} 7 / 
—™ Have you developed shorthand writers 
* who take dictation only, and typist- 
transcribers whose job it is to transcribe ! red with/ 
this dictation? ve ay cu 
\ hanlions : 7 
ib 
. ( 
at \ t t ~ 
. 
~ \\ r C D I A rain!” ( 
. 
e an Oo it sain ° . 
j 
\ Heartening Letter from Sister Clare, Spalding Academy, Spalding, Nebraska 
with specimens of the students’ practice work 4 
HIS year I decided not to enter the sccing some tt I an ry | di nog 
OGA Contest It was a hard decisior save the very first ies they made. They has 
ke tor my classes have been enter put torth sor ¢ hefaor. they made thdi/ 
" / 
meg ev vy vear for the last twelve It is a opies encloss \ a magit what they 
mg time since I stopped looking at the end of — looked like ; 
the list for our name and began daring to start We really L and in the king havel\ 
trom the beginning (with not tar to g& leveloped a 1 ' € appreciative attitude 
My pride would suffer beyond endurance towards shortha Mavh even like it-ai/ 
were we to land tn the Blue Group But what ve jumiors ", 
* 
can you do with people—the first I ever met Do you think this c ision tar fetched #4 
who became sorry thev took shorthand Per It seems to me it ne the pi Tress © ) é 
| 2g I thes 5 
laps to the disproportionate number ot boys writers, their critical faculties and their pow 
in the class th pen seem d too teeble a weapon ers ot observat must imecreas as they ap-}}) 
4% expression in these days of action. What ily themselves to thei wn improvement ly 
ever the reason, the juniors were about as And, just bv t \ vorking with fr in f 
esponsive as cold dough, and about as pron ifraid, I remind iters that combination 
ising One tall boy, with three brothers in seemed to be a pet t New York offices 
the servi 1dmitted his mind was “in the Don’t you remember what Miss Ulrich calledi } 
middle ot the deep blue sea Imagine luring that blend?” On \ lways eage to re 
im back to curving a curve at every point, spond, thought, a1 then confidently brought aa 
mastering the lengths and slants in “trench, forth, A duck 
thrill,” “which might,” etc., or deftly turt Thanks fi istenu Ar we shall not $ 
ing the small circle vowel with fingers aching be im the Blue ¢ 
tor a trigger or a hand grenade! 
Anyway, no Blue Group for me! Even the y 
lourth-Placing (1942) seniors lost interest > * . 
when they saw their chances ruined ' 
Chen the reminder of all those other years 
and of the good we derived and the progress N° Sister ( is ght Phe ib of 4 
we made came to suggest, “We can do it Contest papers bsequently received from§ { 
gain!” The seniors adopted the juniors “for this years class at Spalding Academy is too 
the duration,” criticizing their notes and en good to land d the Blue Group! Just 
couraging them. One of the boys who had vhere the determinati that they cou do it ) 
been most indifferent remained in his _ place awain’ has carri m will be seen in thef] 
over my protest alter the declaration ot a Contest report next month! 
halt-holiday, and spent an hour on his copy We are showing you, on t pposite page 
l am saving specimens of “Before,” “After,” the type of drill Sister Clare’s students put in 
and a dictated copy uniors) trom each stu nt individua tlines, and tw f the i 
dent for the encouragement of next year’s class specimens s ing t ’ vement or i the 





It occurred t m \ ] mielht be interested mm lumiors ar 
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May Test Material 





{ll clubs of test papers should be accompanied by a typewritten list of names to expedite checking 
and insure accuracy in making out certificates. May copy is good for C. T. as well as O. G. A. 
and O. A. T. membership tests until June 25, 1943) 
Senior O. A. T. Test tributes the fact to patriotic tendencies 


INSTRUCTIONS This is to be a page ina book 
dealing with colors as they affect sales. The first 
paragraph should be written the width of the page. 
The rest of the material should be written in two 
columns with their right margins justified 

Set off the lists of colors and percentages in double 
columns within each column, with a “%"’ after the 
first item in each individual column. Set off the 
headings in all capitals; and the sub-headings, under 
WATTRESSES, in capitals and small letters. 

"lace at the top of your completed sheet length 
of time taken to work out and type this complete job. 


COLORS THAT SELL. The following 
items show the order of preference of 
colors in the materials listed, as demon- 
strated by sales. This information is part 
of a survey and was released by the Eagle 
Printing Ink Company. 


SHEETS. While no figures are avail- 
able to show the ratio of colored sheets 
sold as against white, the percentages for 
colors are here given by a national manu- 
facturer: Peach. ..39%, Blue. ..21, Green 
19, Yellow...9, Dusty Rose...7, Orchid 

4 


MATTRESSES. One company gives an 
interesting breakdown of color preferences 
in three price ranges of mattresses. 

$45 to $50 Mattresses: Beige 
Blue. ..23.6, Green...17.6, Rose 
Wood Rose.. .4.9, Orchid. . .4.9. 

$39.50 Mattress (Best Seller): Blue 
29.1%, Green...25.9, Rose...19, Beige 
17.9, Orchid. . .8.1. 

29.50 Mattress: Blue 
19.9, Rose...17.4, Beige 
10.1, Wood Rose.. .4. 

It will be noted that the color ranges 
are practically the same in all three lines, 
with one exception—the preference for 
Beige in the highest-priced mattresses. 
Buyers of costly products generally show 
more conservative taste in color. 


MEN’S HATS. A well-known hat man- 
ufacturer gives the following data. The 
West Coast shows preference for light grays 
and tans. The Middle West is more con- 
servative, but also prefers light tones. In 
the East, deeper browns and grays are pop- 
ular. Incidentally, the company is today 
aware of a sharp increase in demand for 
neutral grays and soft blues, and at- 


38.1%, 
10.9, 


31.5%, Green 
17.1, Orchid 


throughout the country. Analyzed on a 
national scale, men’s hats sell as follows: 
Grays...50%, Khakis...23, Browns.. .16, 
Blues. ..4, Greens. ..3, Tans...3, Black 


1%. 


MEN’S SOCKS. According to one 
manufacturer the demand for color in 
men’s socks is as follows: Black. . .21.60%, 


Gray...15.70, Navy Blue...15.15, Maroon 
11.10, Brown...10.45, Green 10.25, 
White. . .8.95, Gunmetal. . .6.80. 


Color trends in men’s furnishings remain 
fairly constant over the years. This is in 
strong contrast with feminine vogues 
which, particularly in high-styled products, 
are subject to wide variation. 


Junior O. A. T. Test 


INSTRUCTIONS: Arrange attractively on a sheet 
of paper, supplying a meat border around the copy 
Write at top of page length of time taken to com- 
plete the test. 


THE ART OF GETTING ALONG 
Sooner or later, a man, if he is wise, dis- 
covers that business life is a mixture of 
good days and bad, victory and defeat, give 
and take. 

He learns that it doesn’t pay to be a 
sensitive soul—that he should let some 
things go over his head like water off a 
duck’s back. 

He learns that he who loses his temper 
usually loses. 

He learns that all men have burnt toast 
for breakfast now and then and that he 
shouldn’t take the other fellow’s grouch too 
seriously. 

He learns that carrying a chip on his 
shoulder is the easiest way to get into a 
fight. 

He learns that the quickest way to be- 
come unpopular is to carry tales and gossip 
about others. 

He learns that even the janitor is human 
and that it doesn’t do any harm to smile 
and say, “Good Morning,” even if it is 
raining. 

He learns that most of the other fellows 
are as ambitious (Continued on page 476) 
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May Competent Typist Test 


U'se double spacing in tvping this ten-minute test 


To find the gross number of words you write, divide eross number of strokes by 5; then deduct ten words for 


each error to get net words 


strokes is indicated at the end of each line in order to facilitate counting the eross number of strokes 


In many respects our mental talents are like people. They 
do their best when encouraged and their worst when discour- 
aged. Continue to find fault with a man and he will become 
less and less efficient. Discourage a man every day in the year 
and he will put forth less and less effort, until he becomes an 
automaton, and a very ordinary one at that. But change your 
tactics by giving him all the praise and encouragement that 
you can without becoming insincere. Overlook for a time his 
weaknesses and commend him for every good quality he may 
possess. Then note the difference. You have aroused the best 
that is in him, and you have not only made him happier, but 
you have spurred him on to more work and better work. Con- 
tinue this method with good judgment and within reason, 
and you will increase permanently that man’s efficiency to a 
remarkable degree. 

The same is true with regard to talents and faculties. They 
weaken under condemnation or neglect, but they strengthen 
under praise, encouragement, and appreciation. If a student 
of music constantly finds fault with her musical faculties by 
repeatedly saying that she does not have any musical talent, 
that she will never learn to play, that she will never learn to 
sing, that her taking lessons is all a waste of time, anyway— 
what is she doing but placing a burden of depression upon 
her musical faculties? In brief, she is holding back her best 
talents because she does not believe she has any talent, and 
as her expression of what talent she does have is weak, lim- 
ited, half-hearted, it is evident that her progress in music will 
be slow and entirely unsatisfactory. On the other hand, let 
this same student think that she can. Let her give silent credit 
to every sign of talent that appears as she continues her 
studies. The difference in results will be great indeed. If she 


written. Divide this by 10 to determine the net words per minute. The number of 


written 


Strokes 


166! 


1726 


1850 
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thoroughly believes in her musical faculties and always ex- 
pects them to do their best, they positively will do their best; 
and every faculty that is permitted to do its best will not only 
do well but will continue to do better. 

Never speak of any of your faculties as being poor or ordi- 
nary or useless. Think of how you would feel if you were told 
every day that you were useless, and how you would feel if 
you were constantly spoken of in such a manner. Then con- 
sider how such a feeling would affect your ability, your faith, 
and your self-respect. You know that such treatment would 
finally crush everything of worth in your nature. But such 
treatment has the same effect upon your faculties, and there 
are very few who do not treat their faculties in that same 
inhuman manner. If you cannot speak well of your faculties, 
simply say that you know they will do better, and think this 
with all your heart and soul. Such expressions and thoughts 
tend to stimulate mental action, and invariably lead to more 
efficient action. Whenever any faculty has done well, give it 
all the silent praise that you can possibly feel and mean it 
with all your heart. But when a faculty fails, do not find fault. 
Fault-finding is always weakening. Simply think better next 
time, and be determined that such shall be the case. 

To praise and encourge your faculties is to give them more 
life, more energy, more push, and more enthusiasm for greater 
effort. In brief, encouragement and appreciation are elevat- 
ing and inspiring and tend to arouse action toward higher 
points of efficiency. Think of your faculties and talents as 
your life-long associates in the work you have undertaken to 
carry through. This will promote mental harmony, and har- 
mony of action always increases results from ten to one hun- 
dred per cent. Then remember that when those associates are 
constantly encouraged and thoroughly appreciated, they will 
do both more and better work. It is therefore the height of 
wisdom to give them this encouragement in the fullest meas- 
ure possible, as it is results that you want in quality as well as 
in quantity.—" Business Inspirations, Christian D. Larson 


[Repeat trom the beginning until end of the ten-minute test period.| 
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(Continued from page 473) as he is, that they 
have brains that are as good or better, and 
that hard work and not cleverness is the 
secret of success. 

He learns that it doesn’t matter so much 
who gets the credit so long as the business 
shows a profit. 

He learns that no man ever got to first 
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base alone and that it is only through co. 
operative effort that we move on to better 
things. 

He learns that the folks are not any 
harder to get along with in one place than 
another and the “getting along” depends 
about 98 per cent on his own behavior.— 
Wilferd A. Peterson 
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Why I Like My Job 
Concluded from page 456) 
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the vears I have been here 
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t I ind nas give ! ! any DP 
es ft p ot me rhe 
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Progressive Speed-Building Practice 


page 461 


Not artx v the ~ lals give 
2 Is The Sty ikes tresh tf 1 
e’Tys i h \’ ? 
5S Werds a Minute 
, , 
{ do ’ \ t k 
) t yvait st < today and 
ve 1 det rs cakes—and then 
t t ippy taces of y r tamily whet 
t the cakes before them! Yours very 


Chapter \ 
25 Words a Minute 

My dear Sir: It is likely that 
sers of power nm your town lin 


nplained about their not 


some other 
have also 


having power 


10 Words a Minute 
ve at night. What I said during the first 
lights will come on 
a little patience. But 
on, and it has now | 


3S Words a Minute) 
me a nightly affair. We 


and we 


cannot use the 
cannot ws¢ the flood light Tt 


that | all the men can work 
[ know that you will see that | this annoy 


ce is corrected. Yours very truly, | (90) 


Chapter VI 
30 Words a Minute 


Dear Sir: We are preparing for shipment 


der 


that came to us through you for 
nk and Company. We have asked a num- 
of people we know if this company is | 


35 Words a Minute) 
table, and what we 
ring Be fore 
ould like to hea: 
redit | rating 

names | 


have heard is not at | all 
riting direct to them, | we 
what you know about their 
If you can do so, please send us 


Hate 
PA LLC 


40 Words a Minute 
the houses from whom they have been buy 
g, as | this would be of great help 
If you cannot send us information, 
ve will have to ask the company to send a | 
remittance before we make the shipment. Yours 
very truly, | (105) 


this 
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Pointers on How to Apply fora Job 


Concluded on page 463 


Naturally 
outward signs To 


and close a 


you're nervous, but con 


hdget 


if rive 


trol any around on 


your chair, to open handbag or 


lay with a necklace or belt is distracting 


and annoying. It will, also, divert the inter 
attention 


and sit 


viewer's from you deep 
I 


quietly 


necessary, but don't play witl 


very important “dont ! 


I 


ONE last but 
/ } People 


1 hard-luck story 


iren’t hired be 


uuse they need money but because they can 
lo a job Stress—always—what you can do 


for them. Personnel directors are buyers and, 


like you, they want the most for their money 
It's your job to sell them the idea 
are that 

Make 


like proc eeding 


that you 
“most.” 

your job-hunting campaign a business 
caretully. An 
those tor which you have th 


Read the ads 


swe! 


exact, or 


very close to exact, qualifications. Be dressed 


suitably and smartly Answer questions intel 


ligently, and honestly. Be courteous, be pleas 
ant, be calm. Prove by your appearance, your 


attitude, your manners that you are the type 


t 
if employee that would be an asset to that 


firm. Follow these rules carefully at your 
next interview and you'll convince the per 


} 
sonrne 


director that YOU are the 


the job 


very ore 


Key to Quiz on Page 458 


res ’ «} " 
Anotl mpbortar ‘ 
k t »- . ‘ 
Possessive form bbler's (a shorte 
t h hler's shop Vorr st 1 re a 
oe which ie used mith ¢ o- 
; ” k eK es the t listinguish th 
from remark, meanis Sage on 
r ” ’ s he ‘ 


United States Government 


6. rect—a number at the beginning fa ser 
( I wa j la “? , 
( s¢ t 1 
, © k } ly 
\ . r ‘ | rre 
. ‘ ms " . os ’ ¢ address 
j ' an ; 
Les s 1 be fe r vt te numbe 
r oh he « the : } e af ti 
Nought Naught means zero 
The salutation should be Gentlemes us the let 
vd «¢ the m , 
» kettce March 15 ia considered bette 
p s} be sed in single quotatior 
rks, as it is a quotation within another quotation 
Insert a comma after the digits representing 


usands, for ease in reading—15,800 
represents tw nositions should be 
phenated secretary bookkeeper 
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THE TWO WINGS OF SHORTHAND 


Why speed of execution is as much a part of a shorthand 
as brevity; and why fast, accurate writers cannot write 


By 


Repor ter, 


Official 


t ( t t S 

speed in writing. Most of the very early short 
hand systems achieved their object of spe 
reporting not so much by fast slew ae 
abbreviat! 1 eT 
accomplis ' riting litt Both spe 
accuracy ‘ lependent 
penmanshi that took Iittlh t € face 

ind n t fa t 

| iter s t 1 S 

porting speed n ' ore ee 
system of « s that ‘ ¢ 
i fast | und I t s if t ting 

f characters that ere | ewe 
which we write. bas S 
of longha S t s pat vic ‘ 
secure the i possible " 9 
fast writing, as sed to simply | ole 
ing Tr us, 1 < 1) ‘ 9 
less importance than flu \ f ting In- 
leed, it 1s a ictical in sibilit , 
system slowly Phe ‘ tion 

r shorthand « ters is « = diene t 
ipon a swift fluency of movement on the 

, | the cl icters im < tradistinction 
to the drawing of them. 7 cise dt 9 
f a Gregg outline is not only unnecessary; 1t 
1S destr ictive t accuracy tseit. ft sav not 


A REMARKABLE ex 
to be 
W rite,” the educational film now being shown 


observed in the film, “The Champions 


in the schools throughout the untry, depict 
the shorthand champions in action and 
rying penmanship styles. In 
displays M1 
This 
up showing 
speed of 100 
This particular sequence 1s 
horthand stu 


so famil 


ing 
sales their 
analyzing l V 
part of 
> 


the film, 
Dupraw writing at 280 rds am 


one i COS 
inute 
scene is followed by another close 
him writing at the very 
words a minute 
an object lesson 


msti 


intended as 
dents. to 
with his 


den ate how easily one 


ial system as is 
rite the normal aman 
Actually, 
bit disconcerting, for it shows M1: 


words a minute 
sight is a 
Dupraw writing easily enough, 
minute. The fact is that 
almost as fast as he wrote the preceding “take 


words a he writes 


CHARLES LEE SWEM 


New York Supreme Court 


» I re t et esuilt 
lf ? n othe rds 
cl cts it ~=28, 
ves to a ve the 
‘ 101 inute only } . great 
ti iracters Lhe only 
| r S ' ; 
tween the tw that at 28 S 
te S etweet tlines | 
| ‘ - aeons . aa 
¢ 7 ‘ hett 
S S i y t t 
the « acters e writes at t indred- 
ighty. It is ! t I to him t 
t we I t | it higl T | rting 
speed tl lower speeds. Part of 
this sk s t t I liv il pe 
tectior has imselt 
( é but t juestionably 
sul ar ster vhich enables 
it to be writ thout too much pr 
cision f han t 


a 


D 
t 


n 
t 


of shorthand writt 


si 
SI 
st 


THE SHORTHAND REPOR 





system 
slowly 








€ las ‘ gy is 1 the 
cademic n ( il, as 1t may possibly 
nd. It is inte ctical. I} vy many 
fens — se adn | fitted | 
e nev ¢ ot ti simply |} 
se ft \ \ letely ni] het 
lt rit is distinguished 
m precis ' add ¢ easot let 
ying it They the most art the 
( menta 5 ‘ " 1 type 
vays highly t : but in the ab 
" t ts thand is an art 
he tten almost . vy if v 1 will thet 
iherent cautio vas ft tri something of a 
andicap They t I 1 time in at 
mpting t I t tlines, rathe tha 
arning how t tlines which are not 
perfect but which, so far as the end to be 


chieved is concerned, are just as good and 


ossess the merit of being written swiftly 
erent in tl 


vith the instru 





Some of the fault is tml is type of 
ot it, 
never properly explained the theory 
to such a student but in- | 
rather than 
his 


1ind; more 





rr who 


sted blindly upon perfect outlin 
yeedy outlines \ 


1orthand 


student who learns 
afraid or 


; 
; 
; 


alwavs consciously writ 


181 
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D| Medical Definitions, No. 12—Fractures 
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ng a bad outline. either because he will he istortion it wall stand and_= still remain 
penalized tor it or becaus« ¢ tea ( Wl net eadable, accurate systen the better practical 
he able t rea t. labors under a terrifi hat system it is All penmanshi suffers under 
dicap In acquiring a practica and utilitarian the stress of speed nghand penmanship as 
' enet eth } , : , , ; 
art 1¢ is § thand It the tea r of well as shorthand penmanship: but it is rare 
} } j ; 7" ; —— ; ; , , : . = 
shnortharmn a. times surprise t Mmcovel that an outline ts lict ted it of recoenitior 
that the special “problem” student t the class. simply bee ise It is written fast The dist 
tive t take teacl ‘ itics tion more otten a ~ I it nta 
too seriously tw S S t lowt an not { - ' ‘ ‘ e 1 
, : 
» | ‘ t to . ° Snes 
each s not tp ct " £ reg ntl h 
mes the fastest ite the iss, t WATCH t Vatch t 
ver may be f tear ! iy ticularly i they tak t is t 
‘ ‘ ’ 
. . i something at 1s b v their top spe 
, Ni te the ippa nt it they 
OW, not f i ment | te a form their chara . tte vy slow tl 
intellioe: , _ , 
! igent sist { c c speed N met 5 t e! One 
tisty Ss I do no ' nt 7 : 1 1 ' 
‘ 1 do notl at cme . might almost tl What f s they are 
t ippa ca ess < ince-tak rf stu nt \W\V vy ¢ nt thev t ; ti " il¢ they 
bh t} ‘ ] ] mindes nd ¢ t! ] ; ' ' 
DOV y minded a met can, and not writ ist But that is the 
Student as a ting | spect | simp T ike iv they le arne ‘ ‘ t ul ] ’ ‘ + 
. i ' > ‘ | 
the mt tant 1 + t} it the forn ation i : why they a Tl wo 1 —_ 
‘ VV « » > 4 rt i 
ect out es sl d never b me an end of tem in t} vel tvle iy 
ipo i short S sas 
tselt, in the mind of either the student or tl shorthand and t 1 a fast tem 
) tile 1¢ 4 ‘ : ‘ st ‘ 
' h f atone » enme a , ‘ . , 
> It a it ha n culty in [heir style, their a icy, is dependent upo 
arning readily t ike good outline I b that tempo. If they formed their characters at | 
eve it not only seless hot lar ving t his . : ' . ‘ 
' " =e ' 1 lesser tempo, their notes would suffer; the 
prospects as a tast writer to try to strait-jack : ' 
t ene he t fine distinctions of slant, of curve depths, of 
in) mto noel per ¢t «fr nmsistence ; , 
’ ito su a perfect vle by insisten straightness of line, would commence to de 
pon precision writing As between th NO< : : : 
+ t - teriorate, even be st entirely, if the temp 
sible extremes tf precis pertect! drawn ' ' , 1 
ise, | uy Gra tell to that of drawing rather than writing 
iracters and cha ters that are t so good Thev « t wly nd tely! 
{ a ‘ ‘ > anit : | y - 
but written witl ish and speed, I believe a , : 
' . : They are mast tf a winged art e ot 
iter will go further with the latt stvl , : ly | ty | 
lOSE vines a mn s 
Howe el here need b mh extren Ss 
\ ay t - . ‘ ms \ ther is speed t x tion 
swittly written outline actually stand mut 
better chance of being a well-formed outline 


1 ‘ 1, 


than one that is drawn precision-wis \ll ‘ — 
| a ie adie ad se Medical Definitions. No. 12 


uur penmanship habits in the w 
hand. begun in grammar school and co wed nr. 2 = , 
ind, begun in gramma | and conti Treatment of Fractures 


into our adult education, tend to lend us a 


predisposition to write fast, accurate short Aey Mr. Swem's notes on page 481 
hand characters. So far as the hand is con 
: i : : . q At fractured i 
cerned, in a modern systems of longhand ; 
. Tx ed . = | 
penmanship, it is trained to that end, even end 
before we attempt to write shorthand; all that Q. But t! 
can prevent the average script-trained student A. Ye 
from becoming a facile shorthand writer is the 
7 :. a Q. Wha h 
failure to gt isp the essential likeness between 
longhand and shorthand penmanship If in A. The ar ‘ 
his approach to shorthand he is permitted to pele e- 
envision it as something to be formed meticu Q. Tell , : i 
uisly, or drawn, he is likely to set up a A. Ante sterior a eral X-ra 
nental concept that all the practice in the Jenn ci ; ad gg Pin gi 
vorld may not cure but may only solidify ent | ggest ar 
Certainly he will never become a truly fast _ . re 
ee . Q.1 ‘ he nex 
writer with such a concept 





\ fast writer of shorthand can never be 17 ' tiie sila 
completely cautious penman He must take awa : oe. ae . a oon : a lies | 
some chances \fter all, a good system of Q wi a : a 
shorthand is not a haphazard collection of 4 When the t ken. the arm loses its rig 


to stand a great deal of distortion. The mor cama 


’ 

arbitrary characters It is elastic, and made ty af , . 
¢ = slit ’ " ar merely strat s+ a ' 

+ 

: 

; 
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WHO'S WHO IN SHORTHAND 


Exclaims EXAMINER A. A 
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‘ a. 
SPEED 


Youth Triumphs! 





BOWLE 


Louis Mild 


Ra tiie t tha it ft Hig 
S ( N \ City 
sé t t x} t 
ers as Mart Dupra three time 
ds tha d Al t Scl 
. d uN . ds 
United States Hous iN ent 
. ups it is o sing 
comes t R 
i et al qua ] é 1 te 
ve I ll t > itt x > t and I 
y tw vears a ths \nd ‘ S 
1 the youngest s to attain the Dia 
Medal, being born December 2, 1925 lt 
calculations art rect, that makes | 
\l seventeen yeal ind tft this 
en he acquired the awa 
LD IN’T think for a t he does nothing 
ut write shorthand—alt g | believe he 
uuld rather do that an eat—but he does 
enjoy many hobbies. On the aesthetic side 
is acquiring a phonograph record library, 
his taste is cosmopolitan. His stamp and 
in collection is quite a large one, and, like 
ill modern youth, he is air-minded. In his 
pare time he builds model airplanes and flies 
them 
His list of favorite sports encompasses most 
the leading ones and he ins with his fel 
OWS In a strenuous gam { tootball, base 


basketball 
rankly, though, he 


all, hockey, 


seen 


uch on the handsome side 
tis: but you neve 
My favorite sport is 


to 


boxing 


too 


» me to be 


cit } 
Vil a> del 


CUOLICR¢ i 


wotba 


Notre Dam and his t protessiona 
iseball team is the Bost Red Sx Shad 
I Gehrig als i gra t I e Hig 

™ ol OF Commerc but mber ol 


it the High School of ¢ ’ is Mile 

s enthusiastic is tha ache 
ve joins the chorus ! t say 

\ great deal of credit should be given Miss 
\gnes Gilmore for any shorthand success that 
| have attained. It was s whi tarted mx 
m speed writing and it was she who enc 
ged me, and gave me the support that 1 
necessary to attain the high speeds 

Mr. Mild was born in Catasauqua, Pennsy 
vania, but he moved to New York City wit 
the family some years agi He is the young 
est of the Milds—both his brotl ind s 


ter learned our system betore Mn 
Alfred also is a High School of Con 
ad. He is no 
is using his pen to good advantage 
( He the 160-speed betore 
trom high school 


Mild is 
Publishing Company's Mr 


merce gt w with the Coast Guard 


where he 
made graduatior 
now secretary to tie 
Louis A. Leslie, a 
position formerly held by his brother Alfred 
So he’s following his brother's footsteps! But 


bee the War did 


Louis rege 


ause not interfere with Arts 


studies, he has been able to reach a higher 
rung of the shorthand speed ladder than his 
brother did. Keep up the good work, Louis! 
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See ame ear for the F. B.1. 
By LAURENCE J. HAWKINS 
From “The Woman,” as condensed from the “Cleveland Plain Dealer” 
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Principal Cities of the United State: 


(75,000 population or over) 





. Ak ‘ % ' Houston, Tex L_-. Providence, R. 1 
‘ } P 4 
ss N.Y " Huntington, W. Va o ¢ Reading, Pa 
Qy . y 
/ Pa Indianapolis, Ind A Richmond, Va 
r . Pa AZ Jacksonville, Fla . Rochester, N.Y 
Ga ‘—_— Jersey City, N. J ‘ Rockford, Il! 
4 4 
3 Kansas City, Kans _— < Sacramento, Ca 
wT s City, 
y ‘ — Kansas City, M , — Saginaw, Mich 
c Berk f Kaosville, 3 , Saint Joseph, Mo 
Qe , nsing, Mict 
“ Bingha N.Y ; Lensing, Mich — Saint Louis, Mo 
; <?t € Lawrence, Mass 
E am, Ala a Saint Paul, M 
. ~ Lincoln, Nebr ) 
ass _ gr Salt Lake City, t 
( 
a » Little Rock, Ark 
f | r Jy A San Ant Tex 
( Long Beach, Ca a 
Y Kc . San Diego, Ca 
$ = Los Angeles, Ca 
, “ ‘ la San Francisco, Ca 
, Louisville, Ky } - 
> Ca N.] 7 s nah 
& avanna Ga 
e* = < Low Mass 
> La rv > a ady, N.Y 
- é Lynn, Mass - 
Ox« < 2 Cha N.¢ Scranton. Pa 
Manchester, N. H 
4 Cha ga, Ten g ”" , Seattle, Wash 
Memph Tenn 
7 Chica I , y Shreveport, La 
=? Miami, Fla 
( Oo i~< Sioux City, lowa 
« ? Milwaukee, Wis 7 
/ ( ry 24 Ss erville, Ma 
- Minneapolis, Minn 
c ( , South Be I 
/ J Nashville, Tenn ™ 
j 
Dallas, Tex Ss g Ma 
; Newark, N. J 
Dayton, OF . % Spokane, Wast 
. F New B 1, Mass 
D ( “4 Ss use, N.Y 
P , New Haven, ¢ — . 
I M low a " 
lowa a a I Wa 
D M I 
; + New York, N.Y pa, Fla 
P I ) 
: wv ¢- Niagara Falls, N.Y i ( 
Sd ' ) . ; 
E S a Norfolk. Va y I N 
4 t Pa C 2 Oakla Ca c 4 Tulsa, Okla 
) 
g 0 ¢ © Oklahoma City, Okla a, N.Y 
4 
Yy Fall R Mass — (‘A Omaha, Nebr 7 Washington, D. ¢ 
chang : 
< . f 1 2... Pasadena, Calif f Waterbury, ¢ 


Pe aes 
A ~- Fort Wayne, Ind “~-e 7 Paterson, N. J 44 Wichita, Kans 
} “a 
AT Fort W Tex ati EY Pawtucket, R. I ww ie Wilkes-Barre, Pa 
; 4 
“ ) . , ( 
Gee an Gary, Ind k ¢ - Peoria, Ill a2 Wilmington, D 
| 
4 ‘a Grand Rapids, Mich ws L Philadelphia, Pa >” <- Worcester, Mass 
Q 6, Harrisburg, Pa ax Pittsburgh, Pa —_ Yonkers, N. ¥ 
—) J — A & Portias 
oy ~y Hartford. Conn ( I and, Oregon ae oe « Youngstown, Ohio 
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Sentences on the Words in the Short 
Voeabulary of the Manual 
By HENRIETTE BONN 
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Special-Form Review Letters—IX 


Drill on words in the Short Vocabulary of Chapter Twelve 


By JANE H. O'NEILL, A.B. 
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fron and Steel Serap 


{ clear and simple explanation, in Question and 


Answer form, of why this scrap is needed 


and what we can do about it 


Prepared by the Business Press Industrial 
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By Wits and Wags 
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SHORTHAND STUDENTS! 


ASK FOR A SHORTHAND 
GRADUATION PRESENT 


4 


THESE TWO 
SHORTHAND 
ASSISTANTS 
WILL PAY 

BIG DIVIDENDS 
: "19,000 Shorthand Forms ON THE JOB 


Gregg Shorthand Phrase Book 


1,000 Phrases 





\ 


Gregg Shorthand Dictionary. Few gifts Gregg Shorthand Phrase Book. This 


in the price range ft this dictionary could treasure house of speed building would be 
give as much pleasure to a student of short- a most welcome gift to any shorthand stu- 
' hand or a stenographer ; we know of nO dent or stenographer. It contains the print 
r. gift that would be of as much real value. .04 gporthand outlines for approximately 


The book contains Gregg shorthand char- ‘ 
. 1,000 high-frequency phrases, personally 
cters fOf approximately 19,000 words : 

selected by Mr. Gregg and tested b 
, . > } c ctec y vir. srekzek ana tested y ex 
These words are grouped by derivatives, . : 
pert writers. It also contains a constructive 


king the book valuable for drill work as 
well as tor reference. As a gift it will give exposition of the principles of phrasing 
pleasure and promote learning long after The alphabetical arrangement makes it con 
student days are over venient for either study or reference 





Money invested in professional training yields greater dividends than 


iny other torm of investment. 
; The Shorthand Dictionary and Phrase Book are treasure houses of 


stenographic improvement. It costs more to be without them 


Gregg Shorthand Dictionary list Price $1.50 
Gregg Shorthand Phrase Book List Price $1.00 



































THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 


“ws 


Please mention the G? , Writ n answerma advertisements 
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New Gregg Books 
PUBLISHED OR TO BE PUBLISHED IN 1943 


RATIONAL DICTATION STUDIES, 4y McNamara and Baten. An advanced 


shorthand text. New from cover to cover. Set in type, with shorthand outlines in the 


viii 


margin. List price, $1.32 


GREGG SPEED BUILDING FOR COLLEGES, /y Gregg. 160 assignments of the 


most effective speed-building material yet published. The letters and articles have never 


before appeared in print. Arranged in cycles of five assignments. List price, $1.60 


GRAPHIC TRANSCRIPTION, 4) Berlin, Nunes, and Fromberg. An 80-assignment, 


all-shorthand text for advanced classes. Each assignment contains a basic English 


principle. Thought questions on content of dictation, vocabulary-building exercises, and 
original pen sketches are attractive features. List price, $1.60 
MOST-USED CIVIL SERVICE TERMS, /) Foote, and Strong. A vocabulary cross 


section of governmental Agencies and Departments, with Gregg outlines. List price, $.60 


PRACTICAL BOOKKEEPING FOR SECRETARIES AND GENERAL OFFICE 
WORKERS, 4) Freeman, Goodfellow, and Hanna. New kind of bookkeeping text 
Definitely vocational, but stresses those bookkeeping skills needed by all office workers 
Integrated with arithmetic, handwriting, spelling, office practice, and business ethics 


Profusely illustrated featured by original pen sketches. List price, $1.84 


CODE TYPING, 4) Bauernfeind, et al. A complete treatment of code typing from 
the beginning. Covers the subject from every angle and contains an abundance of prac 


tice material 


A FEW OF OUR 1942 PUBLICATIONS 


‘st price, $1.80 
ist price, $ .28 
ist price, $1.00 
brice, $ 88 
rice, $1.32 
price, $ 60 


American Business Law, /y Rosenbere ] 
A Refresher Course in Gregg Shorthand, /) Greg: l 
Army Office Training, 4) Allison er I 
Directed Homework in Gregg Shorthand, /y Yow List | 
General Record Keeping, Second Edition, by Dalrymple and Heiges..1 
Teach Your Fingers to Spell, Second Edition, by Craig and Leslie. 1 


To get Gregg results, use Gregg materials. 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 


Please mention the Gregg Writer when answering advertisements 
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Doing 


Of course you are, poor kid 
about three people’s work now, aren't 
vou? With Thelma an army nurse and 
Bill in the navy, you've been file clerk 
and offic e boy as we l] as secretary, rec ep- 
tionist, and ofhce sparkplug. 

Interruptions, phone calls, sudden 
emergencies . . . forty letters instead of 
twenty ... up before dawn, home after 
dark .. . day after day after day. Not 
much more than a kid, either... but 
“ hat a soldier you '\ e turne d out to be! 

Well oes WE USE d to make ty pewriters 
Remember? Good ones, too. And we 
know a lot about your job, and what it 
means to American business and wat 
production and to keeping things going 
on the home front. 

So here’s something, soldier, that we'd 
like you to know. Your boss and your 
company ... and all bosses, everywhere 
. are proud of the way you’ re carrying 








on. Proud : : and mig tv gratet 
even if in the rush of things : me 
times forget to t« ' is 
’ , 
Okay, tired soldier! Put that shoe back 
on, and get home to be 
. . . 
l rd Gr working at 
leserve efhcient typewriter Now that 
es are unobtainal c. ‘g 
mac} ines che« ked more ftre« ¢ , DY « 
petent experts. Our branch offices and L ¢ 
Smith dealers everywhere ar ty 
War production ent ted t pre 
‘ k calling for craftsman : f the hy 
rder... skill won through year ft mak 
the finest ofhce and portable typewriter 


s Ss 7 
SMITH-CORONA 
Typewriter Service 
LC SMITH & CORONA TYPEWRITERS IN 
SYRACUSE NEW YORK 





KEEP your Esterbrook 


GREGG - APPROVED 
FOUNTAIN PEN 


“at your service LONGER 


Material shortages, priorities, and armed-service 
requirements may make it difficult for you to re- 
place your Esterbrook Gregg-Approved Fountain 


Pen. 


Do your part by conserving your pen. These 
simple rules will repay you: 


1. Use good fountain pen ink. 





2. Never mix inks — this may cause sediment. 





Clean pen well before changing color or brand 
of ink. 


3. Immerse entire point to fill wipe away all 





excess ink. 


t. In replacing cap, hold pen point up, permit- 





ting surplus ink to run back into feed — screw 
cap on tightly to prevent leakage. 


5. Keep pen filled. 


6. Carry in upright position. If left lying flat, 











excess ink may seep into cap, necessitating 
cleaning of point and inside of cap. 


7. Flush out ink reservoir often with water 





(never hot). Keep point clean. 


. Never lend pen point adjustment may be 





disturbed. 


: Hold pen lightly ink will flow easily with- 
out pressure. 





THE ESTERBROOK PEN COMPANY 
36 Cooper Street, Camden, N. J. 


) bstertivuk 


GREGG-APPROVED Vouniain Pen 





